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About This Training Guide

TRAINING GUIDE DESCRIPTION

This training guide provides AFIS users with an overview of the available budgetary control functions

that are used to create, manage, and maintain approved budgets. The budget information stored in AFIS

can be used to limit and/or track spending.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

= Review the navigation features in AFIS

= Review the tables and controls used to manage budgets

= |dentify the process of maintaining appropriation budgets

= |dentify the process of maintaining department operating budgets

= |dentify the process of maintaining decentralized revenue budgets

= |dentify the process of maintaining cost structure expenditure budgets

= |dentify the process of maintaining grant fund reimbursement budgets

TERMINOLOGY

The terms listed in Table 1 below are used throughout this training guide.

Table 1: Terminology

Term Description

Allotment An additional budget level specifying a time component to a combination of
Chart of Accounts elements defined as a budget line.

Budget Amounts ‘Buckets’ used system-wide to track and record different kinds of activities

against budget lines.

Budget Controlling

Rules put in place that issue messages to end users when a rule is broken.

Budget Document

Used to create new or update existing budget lines.

Budget Inquiry Page

Allows users to view budget lines and their current amounts on a particular
Budget Level.

Budget Level

A layer of a budget structure defined by one or more Chart of Accounts
elements.

Budget Line An individual record in a Budget Level defined by a combination of Chart of
Accounts elements.
Budget Structure Describes the framework of a budget, determining the type of budget being

tracked: expense, revenue, or reimbursable.

Constraints

Budget restrictions that control accounting documents.

Event Types

Identifies and records the type of financial activity for an accounting line of a
document.
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Term Description
Guidelines Budget restrictions that control budgeting documents.
LIST OF ACRONYMS

Table 2 lists the acronyms used in this training guide.

Table 2: Acronyms

Acronym Definition

BCADM Budget Control Administration
BFY Budget Fiscal Year

BUDCON Budget Control

BUDLCON Budget Level Control

BUDTAM Budget Tracking Amounts
COA Chart of Accounts

FY Fiscal Year
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1. Navigation Refresher

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a reference table
= Review the basic access and navigation of documents using the Document Catalog

= Review the navigation tools and searching records within a query

Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. AFIS uses a Web interface to display the
types of application pages used to process financial information. This lesson reviews the navigation of
AFIS as it pertains to Budgetary Control by looking at reference tables, documents and queries that are
used throughout this training guide. Understanding how to use these three types of pages is important,
because it makes it easier for users to search for a particular type of page and navigate between them.

1.1. Navigation Review: Reference Table

Reference tables are used to store information within the system. The information in some of these
reference tables can be created and modified by anyone with the required security permissions; others
are system-maintained and updated by the system through document updates or offline processes. All
reference tables can be accessed through Page Search or Jump to command at the top of the screen.
This example uses the Budget Structure (BUDST) reference table.
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Activity 1.1
Navigate to the Budget Structure Reference Table

Scenario

You want to review the navigation features in AFIS. You will use Page Search to locate the Budget
Structure (BUDST) reference table.

Setup
v" User

Steps

A. Navigate

vk wN

is logged in to the AFIS home page.

using Page Search.

In the Secondary Navigation Panel, click Search.

Click Page Search.

In the Page Code field, enter BUDST.

Click Browse.

In the list of tables that appears below the search fields, click Budget Structure.

GAFIS

Training - Financial
Message Center Menu
B Search Category:l ﬂ

Page Search Page Type :l—ll

Document Catalog Description :

Report Search Page Code : BupST*
History Browse Clear
Favorites Description Page Code
Administration + Budget Structure BUDST

Budget Siruclure Summary BUDSTS
First Prev MNext Last

Jump to BYSTPFSL ﬁﬂ mHuma &Parsunaﬁze @Amassibwlm EE App Help f’ About

Procurement Budgeting Accounts Receivable Accounts Payable

B. Navigate
1.

2.
3.

using the Search tool within the table.

In the Budget Structure table, click Search.
In the Search pop up window, in the Structure ID field, enter 93.
Click Ok.
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4. The Budget Structure table displays the details for Budget Structure 93.

Jump to; BYSTPFSL Elﬂ &P Home
Budgeting

&AFIS

‘Weicome, Student 7

Procurement Accounts Receivable Accounts Payable

Budget Structure

Training - Financial

&Parsunaﬁze @Amassibwlm EADDHE"} f’ About

Message Center

[E] Search Copy Search  First Prev Next Last
Page Search Structure ID: g3 Active :
Document Catalog Structure Name : pepariment Expense - Div Effective From : g7,01/1999
Report Search Budget Type : Managerial Effective To:
History Expense/Revenue : [ Last Modified By :
Central/Decentral : V] Last Modified Date :
Favorites
Inheritance Rules :I + Budget Fiscal Year Driven :

Administration

LevelID Level Short Name COA Elements Presence Optional

4 « 1 93 Level1 BFY Fund Department, Appropriation Unit Ne
2 93Level2 BFY,Fund Department, Appropriatien Unit Division Ne
3 93 Leveld BFY,Fund,Department, Appropriation Unit, Division, Object Class No

Copy  First Prev MNext Last

o Budget Level Update - Budaget Level Control

- Budget Structure Update

' Required Budget - Allotment Option ' Budget Structure Summary

Observe the information displayed for the Budget Structure.
Observe the levels that make up the Budget Structure. Budget Structu
levels.

view or edit the data for the Budget Structure.

re 93 has three

Observe the links at the bottom of the page that allow users to navigate to other tables to

C. Use the Budget Structure Summary table to view all available Budget Structures.

1. Atthe bottom of the page, click the Budget Structure Summary link.
2. On the Budget Structure Summary page, click on the Last link.
3. Observe the Budget Structures in the grid.

GAFIS

Procurement Accounts Receivable Accounts Payable

Budgefing

Jump to] BYSTPFSL @uﬂ P Home 2 Personaiize ) Accessivity [E] AppHelp . About

Training - Financial Budget Structure Summary
Message Center
[ Search
Structure 1D Structure Name CentraliDecentral Active Effective From Effective To
Page Search
v 47 Task Order Budget 47 Central No 0140711999
Document Catalog
80 Expense Budget Central No 07/011999
Report Search 90 Appropriaion and Allotment Budget Central Yes 07/01/1999
History 91 Depariment Expense - Depariment Object Group Decentral Yes 07/01/1998
Favorites 92 Department Expense - District Decentral Yes 07/01/199%
Administration 93  Depariment Expense - Division Decentral Yes 07/011999
94  MNon-Appropriated Dept Rev Decentral Yes 07/011999
95  Department Expense - Unit Decentral Yes 07/011999%
4 96  Program Period Award Decentral Yes 07011999

First Prev Next Last

[  Budget Structure

4. Inthe grid, select the line for Budget Structure 95.
5. Click the Budget Structure link.

D. Review Budget Structure 95.
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1. Observe the details for Budget Structure 95. There are 5 levels displayed, but Budget
Structure 95 has 7 levels total.

WAFIS

‘Welcome, Student 7
Training - Financial

Jump to; BYSTPFSL ﬁﬂ chme #Perscnal\ze @Accessibi\it:.- |&l App Help f’ About

Procurement =~ Budgeting Accounis Receivable  Accounts Payable

Budget Structure

Message Center

= Search Copy Search First Prev Next Last
Page Search Structure ID: gg Active :
Document Catalog Structure Name : pepartment Expense - Uni Effective From : n7,01/1999
Report Search Budget Type : pmanagerial Effective To:
T Expense/Revenue :I [% Last Modified By :
Central/Decentral :I ] Last Modified Date :
Favorites
Inheritance Rules :I + Budget Fiscal Year Driven :
Administration
Level ID Level Short Name COA Elements Presence Optional
4 |« 1 95 Levelt BFY, Fund, Dept, Appr Unit No
2 95Level2 BFY, Fund, Dept, Appr Unit, Div No
3 95Llevel3 BFY, Fund, Dept, Appr Unit, Div, Dist Yes
4 95 Leveld BFY, Fund, Dept, Appr Unit, Div, Dist, Bur Yes
5 95Llevel5 BFY, Fund, Dept, Appr Unit, Div, Dist, Bur, Secl Yes

Copy  First Prev Next Last
# Budget Level Update - Budget L evel Control
# Budget Structure Update
# Required Budget  * Alloiment Option  # Budaet Structure Summary

2. Click the Next link below the grid. Levels 6 and 7 are displayed.
3. Click Home to return to the Home Page.

1.2. Navigation Review: Document

The information stored in reference tables gets updated by documents. Some documents update the
information on multiple tables. The Document Catalog is used to create documents and to search for
documents based on Code, Department, Unit, or ID. It can also be searched by User Information using
User ID (created by) and Date (created on), or by Document State using Function, Phase or Status fields.
This example uses the Appropriation and Allotment Budget (BGA90) and Department Expense — Division

(BGE93) documents.

AcTiviTy 1.2
Navigate to Budget Documents

Scenario
You want to review the navigation features in AFIS. You will use the Document Catalog to find budget

documents for Appropriations and Allotment (BGA90) and Department Expense — Division (BGE93).

Setup
v User is logged in to the AFIS home page.

10
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Steps

A. Navigate using the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter BGA90.

In the Dept. field, enter the data from your student data card.

Click Browse. The grid displays all BGA90 documents for that department in the system.

o vk wnN

In the list of documents, in the first row, click the ID for the document.

wAFIs Jump to; BYSTPFSL ﬁ'ﬂ @Hume §’Persuna\|ze @ACCESSIDM‘,’ i%AppHe\p f’ About

Procurement Budgeting Accounts Receivable

Accounts Payable

Training - Financial Document Catalog

Message Center

Create B
B Search = Document Identifier
Page Search Code : [geag0 &) Unit:
Document Catalog Dept.: 107 D:
Report Search
p— b User Information
Favorites b Document State

Administration
Browse Clear

Open Vaiidate Submil Copy

Code Dept. Unit ] Comments Version Function Phase Status Date UserlD Amount Active

[] BGAZ0 107 STU71.2A No 1 New Final  Submitted 11/25114 Training 5000 Yes
First Prev MNext Last

Menu

B. Explore the BGA90 document.

1. Observe the information in the document Header section.

2. Click on the Level 1 section to expand that section.

3. Observe the line at the top of the section that summarizes the activity on the line. The
BGA90 document can increase or decrease a budget by an amount specified in the Dollar
Amount column.

11
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4. Observe the fields in the Level 1 section.

ﬂAFIs Jump to BYSTPFSL Qlﬂ P Home ¥ Personaize ) Accessivity [g] AppHep < about | (U]

Weilcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Appropriation and Allotment Budget Document(BGA90) | Dept: 107 ID: STU7 124 Ver: 1 Function: New Phase: Final -
| Header
Budget FY Fund Group Department Appr Category Dollar Amount Increase/Decrease Event Type A~
2015 8000 107 1070000 $0.00 Increase BGO1
From 1 to 1 Total: 1

Appropriation and Allotment Level n

Action: [llew W Reservation Type: @)
( Event Type: BGO1 &) Budget FY: 2015
Name: Acivity 1.2 Fizcal Year: 2015
Start Date: 7/01/2013 Period: 5
End Date: 06/30/2014 Fund Group: 2000 EI
Dollar Amount: 5000 Department: 197 EI v
Increase/Decrease: I—V n &l
Appropriation Controls Total Lines: 0
Allotments Total Lines: 5
[ Edt | | [ copy | | % copyForward | [ [ Discard | & Print | ing ™ | [Workflow ~ | [ Fike | | 3 Glose |

5. Click the Appropriation Controls section to expand that section.

6. If there were any controls defined, they would appear in this section.

7. Click the Allotments section to expand that section.

8. If there were any allotments defined, they would appear in this section.
9. Click Close.

Locate a BGE93 document.

1. Inthe Document Catalog, in the Code field, enter BGE93.
2. Inthe Dept. field, enter the data from your student data card, if necessary.
3. Click Browse. The grid displays all BGE93 documents for that department in the system.

12
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4. Inthe list of documents, in the first row, click the ID for the document.

~AFIS

‘Welcome, Student 7

Jump fo| EYSTRFSL $|ﬂ P Home & Personalize X) Accessivity [ AppHeip < About | [©]

Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Document Catalog
Message Center Gr=s b
5] £ = Document Identifier
Page Search Code : [ggEgs g Unit :
Document Catalog Dept.: 107 D:
Report Search
History b User Information
Favorites b Document State
Administration
Browse Clear
Action Menu
1 Open Vaiidate Submit Copy
Code Dept. Unit ] Comments Version Function Phase Status Date UserID Amount Active
D BGES3 107 STUT12C No 1 Hew Final Submitted 11/25(14  dboudne  $0.00 Yes

First Prev Next Last

Menu

D. Explore the BGE93 document.

1. Observe the sections of the document at the bottom of the page. The BGE93 document has
a Header and 3 levels. Each level has two sections, one for budget activity and one for

controls.

GAFIS

‘Welcome, Student 7

Jump to: BYSTPFSL ﬁlﬂ @Home f’Personalze @Accessibiw @AppHdp f’ About @

Procurement Budgeting Accounts Receivable Accounts Payabie

Department Expense - Division(BGES3) Dept: 107 ID: STU71.2C Ver: 1 Function: New Phase: Final -
_ﬂﬁ
~
Transaction Date: 11/25/2014
Budget FY:
Fizcal Year:
Period:
Start Date:
End Date:
Created By: dboudrie
b Created On: 11/25/2014
Modified By: dboudrie W
Load Gonstraints.
Dept Expense 93: Level 1 Total Lines: 1
Dept Expense 93: Level 1 Controls Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 1
Dept Expense 93: Level 2 Controls Total Lines: 0
Dept Expense 93: Level 3 Total Lines: 1
Dept Expense 93: Level 3 Controls. Total Lines: 0
[ Edil‘ Encuw| E!‘.GuwFurwam| |}Discan1| @an‘ Processing ™ Wurk‘llﬂw" Filg ™ Ecluse‘

2. Click the Dept Expense 93: Level 1 section to expand that section.

13
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3. Observe the line at the top of the section that shows the activity for that level.

WAFIS Jump to] BvsTFFSL [ Go| | g Home  JB personaize () Accessbmy g AppHep . Abaut | [

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Department Expense — Division(BGE93) Dept: 107 ID: STUT 1.2C Ver: 1 Function: New Phase: Final -
| Header |
| DeptExpenseolevelt  Towlees:t o =]
Dept Expense 93: Level 1 a o}
Action: | lew w Reservation Type: |
EventType: ool A BudgetFY: 2015
Name: Fiscal Year: 2015
Start Date: Period: 5
End Date: Fund: 9007 &
Dollar Amount:  $1,000,000.00 Department: 107 2|
&
IncreaseiDecrease: Appr Unit: 1071 3‘
Contact: &
Contact Name: W
Dept Expense 93: Level 1 Controls Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 1
Dept Expense 93: Level 2 Controls Total Lines: 0
Dept Expense 93: Level 3 Total Lines: 1
Dept Expense 93: Level 3 Controls Total Lines: 0
Emt||‘jhc.upy| Eb(;npyFumam| &D‘smrd| @prht|pmm\gv kaﬁuw'lﬂe' B(‘.Iuse‘

4. Click the Dept Expense 93: Level 2 section to expand that section.

5. Observe the buttons in the lower right corner of the section for Perform Budget Rollup and
Smart Budget Rollup. These are used to pass the information up to the higher levels in the
structure.

wAFIs Jump to; BYSTFFSL 3|ﬂ mﬂume ﬁPerscmalze @.Amsibity ﬁAppHeip f’ About @

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Department Expense — Division(BGES3) | Dept: 107 ID: STU71.2C Ver: 1 Function: New Phase: Final -

Header
Dept Expense 93: Level 1 Total Lines: 1
Dept Expense 93: Level 1 Controls Total Lines: 0
Budget FY Fund Department Appr Unit Division Dollar Amount Increase/Decrease Event Type ~
2015 8007 107 1070000 107 $1,000,000.00 Increase BGO1
From 1 to 1 Total: 1

N Dept Expense 93: Level 2 a
Reservation Type: &
Event Type: BGO1 & Budget FY: 2015
Name: Fiscal Year: 2015 (¥
- - : Perform Budget Rollup | Smart Budget Rollup.
Dept Expense 93: Level 2 Controls Total Lines: 0
Dept Expense 93: Level 3 Total Lines: 1
Dept Expense 93: Level 3 Controls Total Lines: 0
[ Edt | | [ copy | | % copyForwar| |G Discara | & prnt | | Processing = | | Workflow ~ | [ Fie = | | 3 Ciose |

6. Click the Dept Expense 93: Level 3 section to expand that section.

14
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7. Observe the columns across the grid at the top of the section compared to the columns in
Level 2 and Level 1. Level 3 is the level with the greatest detail for the Budget Structure.

GAFIS

Jump to; BYSTFFSL Elﬂ mﬂume ébPersunalze @.Accessiniw EADDHHD f’ About @

Weicome, Student 7

Procurement

Budgeling

Accounts Receivable

Department Expense — Division(BGE93)  Dept: 107 ID: STU71.2C Ver: 1 Function: New Phase: Final -

Header

Accounts Payable

5]

Dept Expense 93: Level 1

Total Lines: 1

5]

Dept Expense 93: Level 1 Controls

Total Lines: 0

5]

Dept Expense 93: Level 2

Total Lines: 1

5]

Dept Expense 93: Level 2 Controls

Total Lines: 0

5]

Budget FY
2015

Fund

9007 107

From 1 to 1 Total. 1

Dept Expense 93: Level 3

Department

Appr Unit

1070000

Division

107

Object Class
7000

Dollar Amount

§1,000,000.00 Increase

Increase/Decrease

>

Event Type
BGO1

Event Type: BGOM

Action: v

&

Name: Actiity 1.2C

Reservation Type:
Budget FY: 2p15

Fiscal Year: 2015

W

Perform Budget Rollup | ‘Smart Budget Rollup ‘

Dept Expense 93: Level 3 Controls

Total Lines: 0

|

[A Eun‘ [ Guw| EﬁcawFurwam‘

[ Discar|1|

& Print | | Processing | | workfiow ~ | | Fie ~ | | E3 ciose |

8. Click Close.

9. Click Home to return to the Home Page.

1.3. Navigation Review: Query Page

The information that documents update in tables can be looked up by performing a query and certain

tables are designed for this purpose. For example, Budget Structure levels can be researched using the
Budget Structure level (BQ90LV1) based query pages. One way to quickly access a query page is to type
the page code into the Jump to box in the Primary Navigation Panel.

15




AFIS | Budgetary Control

AcTtivity 1.3
Navigate to Budget Structure Level Query Pages

Scenario
You want to review the navigation features in AFIS. You will use the Jump to command to access the
Budget Structure level query pages for Budget Structure 90 and Budget Structure 93.

Setup
v' User is logged in to the AFIS home page.

Steps

A. Navigate using the Jump to command.

1. Inthe Primary Navigation Panel, in the Jump to box, enter BQ90LV1.

2. Click Go. The Budget Structure query page for Appropriations and Allotments opens along
with a Search pop up window.

3. Inthe Search window, in the Dept field, enter the data from your student data card.

4. Click Ok.

~AFIS

Training - Financial

Jump fo. BRBOLY1 &ﬂ P Home ¥ Personaiize (F] Accessivity [g] AppHelp < About

Procurement Budgeting Accounts Receivable Accounts Payable

Appropriation and Allotment

Message Center Menu Back

=1 Search
3 > BFY Fund Group Dept ApprCat CurrentBudget Encumbered Actual Expenses Unobligated
age Searcl

~ 2015 8000 107 1070000 $0.00 $0.00 $0.00 50.00

[ Doct it Catal
c e First Prev Mext Last
Repori Search
History Search #&
= Budget Actuals

Favorites

Administration

Purchase Reservations : gg gg
Pre-Encumbered : g g
Encumbered : gp g

Accrued Expenses : gg )
Cash Expenses : g

Actual Expenses : gq g

Uncommitted : g gg
Unobligated : gp op
Unexpended Cash : g g
Unexpended Accrued : g g

PLLLEL

b Budgeted Amounts

b General Information

Top

+ Modified Budget Line Controls

B. Explore the Budget Structure level query page.

1. Inthe query page, observe the lines in the grid at the top of the page display the budget
information by BFY, Fund, Dept, and Appr Cat.

2. Observe the dollar amounts for Current Budget, Encumbered, Actual Expenses, and
Unobligated for each line in the grid.

3. Observe the sections below the grid for Budget Actuals, Budgeted Amounts, and General
Information.

4. Click the section Budgeted Amounts to expand it.
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5. Click the section General Information to expand it.

= Budgeted Amounts

Adopted : = gp
Allocated : =q.00

Budget Reserve : g g
Transfer Out: <p oo

Amendments : g g Transferin: p oo
Original Budget : =g gg

Current Budget : 20.00

Carry Forward : =g gg

Reversions : g g

= General Information

BFY: 2015 Name : activity 1.2
Fund Group : ggog Manager :
Dept: qg7 Description :

Appr Cat: 1070000

Active :
House Bill Number : yg gogq
Start Date : 07/01/2013

End Date : gg/30/2014

6. Observe the links at the bottom of the page to Modified Budget Line Controls and
Allotments.
7. Click Ok.

C. Navigate using the Jump to command.

1. Inthe Primary Navigation Panel, in the Jump to box, enter BQ93LV3.

2. Click Go. The Budget Structure query page for Dept. Expense 93: Level 3 opens along with a
Search pop up window.

3. Inthe Search window, in the Department field, enter the data from your student data
card.

4. Click Ok.

SGAFIS sumpto 532313 [ ca] | @Home ¥ personaice () Accesstaty [Bl Amoriep T About| (G

‘Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Dept Expense 93: Level 3

Training - Financial

Message Center Menu Back

= Search
BFY Fund Department ApprUnit Div ObjClass CurrentBudget Encumbered Actual Expenses Unobligated

Page Search
~ 2015 8007 107 1070000 107 7000 £1,000,000.00 516,399 99 57,080.00 3876,540.01
LETEIETTED First Prev Next Last
Report Search

History Search @B

w Budget Actuals
Favorites 8
Purchase Reservations : 50 .p Uncommitted : 5q75 540 01
Administration =

Pre-Encumbered: 5q gg Unobligated : 975 540 01

Unexpended Cash : £999,470.00

»)

Q

Encumbered : 515,399 99 3
%

o Accrued Expenses : g5 530,00 ) Unexpended Accrued : £992,040.00

Cash Expenses : 553000
Actual Expenses : 57 060,00

» Budgeted Amounts

b General Information

Top

 Modified Budget Line Controls - Previous Level

17
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D. Explore the Budget Structure level query page.

1. Inthe query page, observe the lines in the grid at the top of the page display the budget

information by BFY, Fund, Department, Appr Unit, Div, and Obj Class.

2. Observe the dollar amounts for Current Budget, Encumbered, Actual Expenses and

Unobligated for each line in the grid.
3. Observe the sections below the grid for Budget Actuals, Budgeted Amounts, and General
Information.

4. Inthe Budget Actuals section, click the Magnifying Glass icon for Cash Expenses. The
Detailed Transaction Listing page opens which displays any documents that have impacted
the Cash Expenses amount.

S AFIS sumpto|£2921v2 [ Go| | B Home % personaize () Accessumy [ Apptep T Avou

‘Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Detailed Transaction Listing

Message Center Menu

[E Search
Doc Code Doc Dept Doc 1D Document ldentifier Cash Expenses

~ MD 107 STUT71.3C MD 107 STUT 1.3C $530.00
First Prev Mext Last Download

Page Search

Document Catalog

Report Search
History Search
Favorites Doc Code : yp

L . Doc Dept: 157
Administration Cash Expenses $530.00

DocID: 5T 7 1.3¢

‘ ==

Click OK.
Click the Budgeted Amounts section to expand it.
Click the General Information section to expand it.

O N w

Observe the links at the bottom of the page to Modified Budget Line Controls and Previous
Level.

9. Click the Previous Level link. The Dept Expense 93: Level 2 query page is displayed.
WAFIS Jump fo] EQRALV2 ﬁuﬂ P Home ¥ Personaize X) Accessivity [ AppHelp . About

‘Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Dept Expense 93: Level 2

Training - Financial

Message Center Menu

= Search
3 [r— BFY Fund Department ApprUnit Div Current Budget Encumbered Actual Expenses Unobligated
age Searcl
~ 2015 8007 107 1070000 107 51,000,000.00 £16,399.99 §7,080.00 876,540.01

LEETTETIETED First Prev Nexi Last

Report Search

History Search @B
Favorites w Budget Actuals

Purchase Reservations : g g Uncommitted : ga76 540 01

Administration -
Pre-Encumbered : g gg 'y Unobligated : 976 540.01
Encumbered : 515 399 99 Q Unexpended Cash : s929,470.00
J Accrued Expenses : 55,530.00 (), Unexpended Acerued: 5gs2,940.00

Cash Expenses : g5y 00
Actual Expenses : 57 060,00

» Budgeted Amounts

b General Information

Top

o Modified Budget Line Controls - Previous Level - Nexi Level

18



AFIS | Budgetary Control

10. Observe the lines in the grid at the top of the page display the same columns as Level 3,
except that Obj Class is not shown at this level.

11. Click the Previous Level link. The Dept Expense 93: Levell query page is displayed.

%AFIS Jump to BQRaLVE _ﬁlﬂ P Home 2 Personaize ) Accessivity g ApnHenn . About

Welcome, Student 7 Procurement | Budgefing | Accounis Receivable | Accounts Payable

Dept Expense 93: Level 1

Training - Financial

Message Center Menu

=1 Search
BFY Fund Department ApprUnit CurrentBudget Encumbered Actual Expenses Unobligated

~ 2015 9007 107 1070000 $1,000,000.00 $16,399.99 $7,060.00 $976,540.01
First Prev Next Last

Page Search
Document Catalog
Reporl Search
History Search #B

Favorites = Budget Actuals

Purchase Reservations : ) Uncommitted :
Administration 000 ~ L
Pre-Encumbered: 50,00 Q Unobligated : 5g76,540.01
Encumbered : 515,399 99 ") Unexpended Cash : 5999 470.00
Fl Accrued Expenses : 55 530.00 -_'{ Unexpended Accrued : 5992 940.00

Cash Expenses: 553000
Actual Expenses : 57 150 00

b Budgeted Amounts

P General Information

Top

~# Modified Budget Line Controls - Next Level

12. Observe the lines in the grid at the top of the page display the same columns as Level 2,
except that Div is not shown at this level.
13. Click Home to return to the Home Page.

Lesson Summary

This lesson reviewed the basic navigation tools and methods that will be used throughout this training
guide. The Jump to feature can be used to go right to a certain page or table. The Page Search and
Document Catalog can also be used to search for specific table or document within the system.
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2. Budgetary Overview

Learning Objectives

In this lesson, you will:

= Review the budget control lifecycle

= Examine the budget controls

= |dentify the available budget structures
= Review the available budget documents

= Review the available budget query pages
Lesson Overview

In AFIS, budgetary control encompasses several functions and features: budget control lifecycle, budget
controls, budget structures, budget documents, and budget queries. Budget controls are rules that are
put in place to validate activity on budget and accounting documents and enforce expenditure controls.
Budget structures determine the type of budget and are made up of increasing levels of Chart of
Accounts detail. Budgets lines are individual records within a specific budget level that are entered and
modified in AFIS using budget documents. Budget queries are pages that display detailed information
for each budget, level, and line as well as an audit trail of budget updates.

2.1. Budget Control Lifecycle

The Chart of Accounts (COA) elements must be defined in AFIS before budgets can be created. These
COA elements are used when creating budgets and processing financial transactions. Additionally, all
guidelines and constraints must be established on budget control tables. Once the State budget is
approved, associated budgets can be created and maintained in AFIS through the use of budget
documents. Figure 1 below represents the budget control lifecycle.

Figure 1: Budget Control Lifecycle Overview

COA Budget State AFIS
ﬂ—b Elements Controls Budget Budgets End
Defined Defined Approved Maintained

Budgets
Corrected
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2.2. Budgetary Controls

AFIS uses guidelines and constraints to control budgets and accounting transactions. Guidelines are
budget restrictions that control budgeting documents. Constraints are budget controls that control
accounting documents. The guidelines and constraints are defined to enforce controls for Appropriation,
Operating Expense, and Grant/Project budgets. Constraints are always checked when a budget line is
updated, which means that a constraint error can be issued on an accounting or a budgeting document.
Guidelines are only checked when a budget document updates a budget line.

AFIS provides the ability to establish a range of budget control from ones that apply system wide to an
individual control that applies to a single budget line only.

The highest level of control is at the System Wide level, which is set on the Budget Control (BUDCON)
page. Note that the Budget Control Administration (BCADM) page is for configuring a control, whereas
the BUDCON table is for managing the use of a control within the application.

Controls enabled on BUDCON will apply to all budget structures of the same type (expense or revenue),
budget levels and budget lines unless specified otherwise at a lower control level.
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Budget Control Administration

Online definition of a control is performed on the Budget Control Administration (BCADM) table. Many
budget controls are delivered and can be viewed on this table. Budget controls use formulas that
compare values to controlled amounts. An example of a control formula is, “Unobligated >=0" which
returns an error of specified severity if the value of Unobligated is negative.

MAFIS Jump to; BGADM ﬁ‘ﬂ @Hume &Persunalize @Accessimlity iEAppHe\p f’ About @

Weicome, Student 7 Procurement = Budgeting | Accounis Receivable = Accounts Payable

Training - Financial Budget Control Administration

Message Center Menu Back
=] Search
Control 1D Control Name Left Hand Side Operator Right Hand Side
Page Search
« 1 Available To Commit Onby B16 = 0
Document Catalog o
2 Avaiable To Commit with Budgeted Revenue B16:B20+ == 0
wailable To Commit v ctual Revenue: :B27+ =
Report Search 3 Avaiable To Commit with Actual R B16:827 0
History 4 Avaiable To Commit w. Greater of Budgeted/Actual Revenue B16:B27 B20=+ == 0
Favorites 5 Avaiable To Obligate Only B17 »= 0
ST & Available To Obligate with Budgeied Revenue B17:B20+ = 0
7  Available To Obligate with Actual Revenue B17:B27+ »= 0
& Available To Obligate w. Greater of Budgeted/Actual Revenue B17:B2T:B20=+ == 0
9 Balanced Budget - Obligated Funds Only with Budgeted Revenue B13:B14+B15+ == B20
10  Balanced Budget - Obiigated Funds Only with Actual Revenue B13:B14:B15+ == B27

First Prev Next Last
q
Save Undo Delete Insert Copy Paste  Search

“Control ID: [ *Left Hand Side : 515

“Control Name : Avaiable To Commit Onty

Control Description : Constraint limits Pre-Encumbrances
to the Uncommitted amount only. *Operator; .-

*Right Hand Side :

=

*Control Formula : |ncommitted == 0

Bucket Triggers : 15

*Formula Type :Icungtrai"t ~ *Error Code ! | a512
“Expense/Revenue :IExpense Only ~ Advanced Budget Control: [

Heeds Initialization : [

Below is an extract of the BCADM page and the activated Constraints and Guidelines to be used in AFIS.
These controls will be further refined at lower control points such as BUDLCON. The Allow ‘xxxx’ fields
indicate that the default control of ‘No Action’” may be overridden at these other control points.

D Constraint Name Formula Tvoe Default Allow Allow Allow Allow No Include
yp Violation Reject | Override | Warning Action Allotments
1 Available To Commit Only Uncommitted >= 0 Constraint No Action Yes Yes Yes Yes No
5 Available To Obligate Only | Unobligated >=0 Constraint No Action Yes Yes Yes Yes No
18 Current.Budget - Total Unexpended Accrued Constraint No Action Yes Yes Yes Yes Yes
Expenditures >= 0 >=0
Current Budget >=
24 Current Budget 1 Sum Child Current Guideline | No Action Yes No No No No
Budgets
Current Budget Amt: Current Budget =
26 Parent Budget = Child Sum Child Current Guideline | No Action Yes No No No No
Budget Budgets
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D Constraint Name Formula Tvoe Default Allow Allow Allow Allow No Include
yp Violation Reject Override | Warning Action Allotments
Current Revenue
Budget = Sum Child . )
27 | Current Revenue Budget uage um A Guideline No Action Yes No No No No
Current Revenue
Budgets
((Awarded + Revenue
29 Reimbursement Constraint | Credits) - (Cash Exp. Constraint No Action Yes Yes Yes Yes No
#3 + Accr Exp + Chrg +
BES) >=0
60 Available To Commit Only Uncommitted >= 0 Constraint No Action Yes Yes Yes Yes No
— Department Budget
61 Available To Obligate Only Unobligated >= 0 Constraint No Action Yes Yes Yes Yes No
— Department Budget
Available To Obligat . . .
62 varabe 10 'gate Unobligated >= 0 Constraint No Action Yes Yes Yes Yes No
Including Charges Only
Violation Action What the Violation Action Means
Reject (most restrictive) Receive an error and the transaction is not allowed to process.
Require override Receive an error. If an authorized user overrides the error, the
transaction is allowed to process; otherwise, the transaction does not
process.
Warning Receive a warning message, but the transaction is allowed to process.
No Action (least restrictive) The transaction is allowed to process even though the constraint or
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Budget Control (BUDCON)

The Budget Control (BUDCON) table lists all of the available constraints and guidelines in AFIS. For each
record on the BUDCON table, the formula and allowable options can be set system wide. The controls
on the BUDCON table have a Control ID that is used to assign that constraint to a budget structure and
level. Only authorized users can access the BUDCON page and changes to existing controls are not

recommended without proper caution.

Jump to; BUDCON ﬁ\ﬂ @Hume ﬁ?ersunalize @Accessini\'ﬁy IﬂAppHelp T About

Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Budget Control

Message Center

= Search
Control ID Control Name Default Violation Formula Type Error Code
Page Search
o 1 Awvailable To Commit Only No Action Constraint AB12
Document Catalog . 5
2 Available To Commit with Budgeted Revenue Mot Selected Constraint AB13
Bepol e 3 Available To Commit with Actual Revenue Not Selected Consraint AB14
History 4 Available To Commit w. Greater of Budgeted/Actual Revenue Mot Selected Constraint A1920
Favorites 5 Available To Obligate Onby No Action Constraint AG15
First Prev Next Last

Administration

Control 1D 4 Default Violation : | yg Action ~

Control Name : | &yailable To Commit Onty Allow Reject :
Control Description ! Constraint imits Pre-Encumbrances Allow Override :
4 to the Uncommitted amount onky. .
Allow Warning :
Allow No Action :
Formula Type : Gonstraint Include Allotments : | ]
Control Formula : i =
Uncommitted == 0 Error Code : [p512

Advanced Budget Control : ]

Needs Initialization : |7

The purpose of BUDCON is to enable those controls that the State plans on using across all Structures
and to establish default rules that should apply globally and to define what additional changes may be
made to the enabled controls at lower level control points (by structure or individual line).
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Budget Level Control (BUDLCON)

The Budget Level Control (BUDLCON) page lists the applied budget controls by budget structure and
level. Each control specifies a Control ID which determines the control formula, a Default Violation
action, and Allowable action check boxes. Only authorized users can access the BUDLCON page.

Jump to:; BUDLCON i‘ﬂ @Hume f’?ersunalze @Accessmnw lEAppHelp T About

Budgeting

Procurement Accounts Receivable Accounts Payable

Training - Financial Budget Level Control

Message Center Menu Back

El Search

Structure ID LevellD BFY ControllD Control Name Default Violation Include Allotments

Page Search
- 37 1 9999 1 Awvailable To Commit Onby No Action No
Document Catalog _ N
37 1 9999 5 Available To Obligate Only Require Override  Ne
RELCULETEL 33 1 9999 1 Avalable To Commit Only Mo Action No
History 38 1 9999 5 Available To Obligate Only Require Override  No
39 1 9999 29 Rembursement Constraint #3 Require Overnde  No

Favorites

First P Next Last
Administration el L

Save Undo Delete Insert Copy Paste  Search
Structure ID: 37 Allow Reject :

LevellD: 4 Allow Override :

BFY : gagg Q
Control 1D : 4 ﬁ

Default Violation : g Action [

Control Name : ayaiable Te Commit Only

Allow Warning :
Allow No Action :
Include Allotments :

Advanced Budget Control :

000K &R -

Needs Initialization :

Control Formula : |peommitted == 0

- Budget Structure

The configuration entered on the Budget Level Control (BUDLCON) page will apply to all budget lines for
the entered budget structure and budget level combination unless specified otherwise at the lower
budget line level on a budget document. The BUDLCON addresses control for decentralized budget

requirements.

Budget lines without a displayed BFY value (structures 37 - 40) will read the BUDLCON table with a BFY
value of 9999. Those budget lines with a BFY value displayed, will read BUDLCON with that BFY whether

it is a regular year or multi-year (9999).

The following is an example of BUDLCON for Department Expense Budget Structure 93 (Division) for
budget level 3 only. Note that each of the remaining levels 1 and 2 are also configured on BUDLCON.

Allow
Structure Level BEY Control Control Name I_Defal_JIt AII_ow A||0W Alloyv No Include
ID Violation Reject | Override | Warning Action Allotments
Available To :
93 3 2015 1 Commit Only No Action No No No Yes No
Available To .
93 3 2015 5 Obligate Only No Action No No No Yes No
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Allow
Structure Default Allow Allow Allow Include

ID Lewel | B Cenie SO e Violation Reject | Override | Warning Aci\:ioon Allotments
Available To

93 3 | 2015 60 Commit Only - No Action Yes Yes Yes Yes No
Departmental
Budgets
Available To

93 3 2015 61 Obligate Only - Require Override Yes Yes Yes Yes No
Departmental
Budgets
Available To

93 3 2015 62 Obligate No Action No No No Yes No
Including

Charges Only

The Default Violation column indicates whether the control is enabled by default for the Structure ID
and Level indicated.

The Allow ‘xxx’ Columns indicate if the Default Constraint can be changed at a lower level of control. For

AFIS, the only lower level control is at the individual Budget Line level on budget documents.

The Include Allotments flag is used to indicate if a control is enabled at the Allotment frequency level.

For AFIS, only Accrued and Cash Expense are validated against allotment frequencies.

Budget Document Line Control

The Budget Level Control (BUDLCON) page lists the applied budget controls by budget structure and

level. Each control specifies a Control ID which determines the control formula, a Default Violation

action, and Allowable action check boxes. Only authorized users can access the BUDLCON page.

AFIS provides the ability for the online creation of a budget control specific to a single budget line that is
different than what is established system-wide on BUDCON or by budget level on BUDLCON.
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To set a budget line control

1. Click Header from the Secondary Navigation Panel.
2. Select the Load Constraints action.

D Expense — Divisi |Dept LLA ID: CONSTRAINTS Ver: 1 Function: New Phase: Draft | + [

| teader . =

Transaction Date: B
Budget FY:
Fiscal Year
Period:

Start Date:

m m

End Date:
Created By: jhrick
Created On: 04/22/2015
WModified By: jhrice

Modified On: 04/22/2015

B sae || 5 unto | oaa Consnains |

3. Select the budget level control choice from the Secondary Navigation Panel.

i Expense — Divisit ‘ Dept LLA ID: CONSTRAINTS Ver.: 1 Function: New Phase: Draft | - [latR
Document Navigator x]
_ [x] .

Header Dept Expense 93: Level 1 Total Lines: 0
Dept Expense 93: Level 1 Dept Expense 93: Level 1 Controls  Total Lines: 0
Dept Expense 82: Level 1 Dept Expense 93: Level 2 Total Lines: 0
Gontrols Dept Expense 93: Level 2 Controls  Total Lines: 0
Dept Expense 93: Level 2 Dept Expense 93: Level 3 Total Lines: 1
Dept Expense 93: Level 2 =
Controls
Constraint I Name Violation Action
Dept Expense 93: Level 3
- 24 Cument Budget 1 No Action a i
Dept Expense 53: Level 3 B &
o 18 Accrued Avsilsble to Expend Only No Action a
&1 Available To Obligate Cnly No Adtion o i
&0 Available To Commit Cnly No Adtion a i
5 Available To Obligate Cnly Require Ovenide an .}
28 Reimbursement Constraint #3 Ne Action an &
1 Available To Cemmit Only Ne Action &
From 1to 7 Total: 7
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4. From the listing of controls loaded, select the row(s) which need adjusting and set the
Violation Action to the desired value.

T
e
Consraint ID Name Violation Action
1 Avsilable To Commit Only No Action [i]
Dept Expense 93: Level 3 Controls a
Constraint ID: 1
Name: Available To Commit Only
Formula: Uncommi tted »=0
Violation Action: | Mo Acticn -
Reject
Require Overide
Wamn
B save | [ %) unda| |5 Showlines |

5. An optional step to reduce informational messages is to use the scissors icon to remove
controls that were not adjusted. Doing this does not mean that the controls will not apply
to the budget line.

Appropriation Budget Controls

Appropriation budget controls have been established to control the budget amounts available to
obligate commit and expend at the Appropriation Category level and by allotment period. Controls
established for the amount available to commit includes Pre-Encumbrances whereas controls
established for available to obligate do not include Pre-Encumbrances.

Department Operating Expense Budget Controls

Spending documents impact the available department operating budget as well as the appropriation
budget. Departments may have the ability to override certain errors returned against a decentralized
expense budget structure. There are no controls that necessarily restrict a Department Operating
Expense budget from exceeding the related Appropriation budget.

Grants and Project Budget Controls

Grant and Project budget controls nave been established to control the budget amounts available to
obligate commit and for reimbursement activity. The controls apply to all to grants, programs, and
internal jobs that use the Cost structure budget structures.

Revenue Budget Controls

Controls are not currently planned for use on Revenue budgets.
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Required Budgets

The Required Budgets (REQBUD) table allows the definition of one or more conditions under which a
valid budget line must be found on a given budget structure in order for an accounting transaction (not
a budget transaction) to process successfully. The REQBUD table can be used to ensure that a budget
structure is required globally.

2.3. Budget Structures

In AFIS, a budget structure establishes the budget parameters and system controls for expenditures,
revenues, or both. Each budget structure is based on specific combinations of Chart of Accounts (COA)
elements.

A budget level is a part of a budget structure. A budget structure must have at least one budget level,
although most have more. Each budget level is composed of one or more COA elements grouped
together to determine how individual budgets are defined at that level. Budget levels form a strict
hierarchy, such that lower budget levels must contain all the COA elements contained in the higher
levels and at least one additional COA element.

Each level within the budget structure provides differing levels of detail for its budget lines. Level one at
the top provides the least amount of detail (fewest COA elements) and levels two, three, and so on
below provide greater detail (with additional COA elements) than the level above. As each level
condenses up the budget structure, each level becomes a summary of the lines on the level below.
Figure 2 represents an example of budget structure levels.

Figure 2: Budget Structure Overview

) Amount: 5,000 I
Level 1 | Fund Department Appropriation
Unit
) Amount: $3,500
Level 2 Fund Department Appropriation Division
Unit Amount: $1,500
Amount: $950
Level 3 | Fund Department gppropriation Division Object
Unit Class Amount: $550

Multiple budget structures may be used concurrently to address multiple budget controls required by
the State. For example, different budget structures may be used for project accounting versus grants
accounting, or for expense versus revenue.
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The available budget structures and the levels they contain are outlined below. The levels that are listed
as (R) are required when setting up a budget, additional levels provided are optional.

Appropriation/Allotment

The Appropriation/Allotment budget structure is used to maintain the State approved budget.

Budget Structure 90 — Appropriation/Allotment Budget

Level 1 (R) — Fund Group: Dept: Appr Category

Revenue

The Revenue budget structure is used to track revenue, not to limit incoming funds.
Budget Structure 94 — Revenue

Level 1 (R) — Fund: Dept: Revenue Class

Level 2 — Fund: Dept: Revenue Class: Revenue Source

Level 3 — Fund: Dept: Revenue Class: Revenue Source: Dept Revenue Source

Department

Departments can select the operating expense budget structure that aligns most closely to their needs.
Budget Structure 91 — Department Budget Structure — Bureau

Level 1 (R) — Dept: Appr Category: Fund

Level 2 (R) — Dept: Appr Category: Fund: Appr Unit: Division

Level 3 — Dept: Appr Category: Fund: Appr Unit: Division: Bureau

Level 4 — Dept: Appr Category: Fund: Appr Unit: Division: Bureau: Dept Obj Group

Budget Structure 92 — Department Budget Structure — District

Level 1 (R) — Fund: Dept: Appr Unit

Level 2 (R) — Fund: Dept: Appr Unit: Division

Level 3 (R) — Fund: Dept: Appr Unit: Division: District

Level 4 (R) — Fund: Dept: Appr Unit: Division: District: Obj Class
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Budget Structure 93 — Department Budget Structure — Division

Level 1 (R) — Fund: Dept: Appr Unit

Level 2 (R) — Fund: Dept: Appr Unit: Division

Level 3 (R) — Fund: Dept: Appr Unit: Division: Obj Class

Budget Structure 95 — Department Budget Structure — Unit
Level 1 (R) — Fund: Dept: Appr Unit

Level 2 (R) — Fund: Dept: Appr Unit: Division

Level 3 — Fund: Dept: Appr Unit: Division: District

Level 4 — Fund: Dept: Appr Unit: Division: District: Bureau

Level 5 — Fund: Dept: Appr Unit: Division: District: Bureau: Section

Level 6 — Fund: Dept: Appr Unit: Division: District: Bureau: Section: Unit

Level 7 — Fund: Dept: Appr Unit: Division: District: Bureau: Section: Unit: Obj Class

Cost Structures — Phase

Cost structures are used when spending is offset or matched by reimbursements. Cost structures can be
maintained at the Phase level by combining budget structure 37 and 40.

Budget Structure 37 — Program Phase Revenue and Expense
Level 1 (R) — Dept: Major Program

Level 2 (R) — Dept: Major Program: Program

Level 3 (R) — Dept: Major Program: Program: Phase

Budget Structure 40 — Program Phase Reimbursable

Level 1 (R) — Dept: Major Program: Program: Phase: Fund Profile: Fund Priority

Level 2 (R) — Dept: Major Program: Program: Phase: Fund Profile: Fund Priority: Fund Line
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Cost Structures — Period

Cost Structures can be maintained at the Period level by combining budget structure 38 and 39.
Budget Structure 38 — Grant Program Period Revenue and Expense

Level 1 (R) — Dept: Major Program

Level 2 (R) — Dept: Major Program: Program

Level 3 (R) — Dept: Major Program: Program: Program Period

Budget Structure 39 — Grant Program Reimbursable

Level 1 (R) — Dept: Major Program: Program: Program Period: Fund Profile: Fund Priority

Level 2 (R) — Dept: Major Program: Program: Program Period: Fund Profile: Fund Priority: Fund Line

2.4. Budget Documents

The Budget (BG) document type is used to meet all of the various needs in the Budget area. A budget
document enables users to create new budget lines as well as to modify, deactivate, reactivate, and
delete existing budget lines in a particular budget structure. With the exception of the auto generation
feature on the Required Budget table, the budget document is the only way to create new budget lines.

The budget document operates differently from accounting documents in several respects:

=  Budget documents contain an Increase/Decrease field that is used in conjunction with a
Dollar Amount field to determine how to update a budget line. That dollar amount field
cannot be negative, where on accounting documents, negatives as well as positives are
generally permitted.

= Budget documents cannot have a Document Function of Modification or Cancellation.
Therefore, there will never be a version number of a budget document greater than one. On
a budget document line, users enter a ‘delta’ amount that is used to update the budget line
rather than the desired ‘final’ amount.

=  Budget documents post to the Budget Journal only - not the Accounting Journal.
Additionally, they do not post to the Budget Journal with posting lines but directly from the
budget document lines.

= The accounting and posting lines from accounting documents infer all rollups for the COA
entered. Budget document lines and posting lines only contain the COA and rollup values
entered.

Each budget structure has a unique document that is used to create budgets within that budget
structure. One budget document is used to establish all the levels for a single budget line. Budget
documents are also used to increase, decrease, deactivate, reactivate, or delete existing budget lines.
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Budget document codes are listed in Table 3 below along with the Budget Structure that they
correspond to.

Table 3: Budget Structure Document Codes

Budget Name Document
Structure Code
90 Appropriation/Allotment Budget BGA90
91 Department — Bureau BGE91
92 Department — District BGE92
93 Department — Division BGE93
94 Revenue BGR94
95 Department — Unit BGE9S5
37 Program Phase Revenue and Expense BGPHE
40 Program Phase Reimbursement BGPHR
38 Program Period Revenue and Expense BGPDE
39 Program Period Reimbursement BGPDR

All Budget documents are comprised of a Header section and subsequent Budget Level and Control
sections.

Budget Document Header

The Header section of a budget document identifies the Transaction Date, Budget Fiscal Year (BFY),
Fiscal Year, Accounting Period, Start Date, and End Date for the document.

sump to]Bunicon (@[ cal | @ Home ¥ Personaize ) Accessivity [B] AppHeip . About

Procurement Budgeting Accounts Receivable Accounts Payable

Transaction Date: 112572014 iz
Budget FY: 2014
Fizcal Year:
Period:
Start Date: 07/01/2013 =
End Date: 06/30/2014 |
Created By: Training

Created On: 11/25/2014

Maodified By: Training

Modified On: 11/25/2014

Load Constraints
Level 1: Appropriation and Allotment Total Lines: 1
Appropriation Controls Total Lines: 0
Allotments Total Lines: 5
[ Edit | [% copy | ("% Copy Forward ‘ [$ Discard | =) Print | Processing ~ Wurkl'luw'| Fie~ | [EJ Close |
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Budget Level Sections

Budget lines are maintained on a Budget Level section of the document. Budget Level sections identify
the Chart of Accounts elements for each level of control within the budget structure. The number of
levels and the COA elements controlled by each level vary for each budget structure. Each budget level
allows users to create or modify a budget line with the associated dollar amount of the line.

It is important to note that budget lines can be created with a line amount of $0. This effectively creates
a way to track spending without setting any limitations on the amount that can be spent against a

specific budget.

Jump to; BUDLCON 3\ﬂ @Horﬂe ﬁpersonalze @Accessihity @AppHelp iﬁ About @

Procurement Budgeting Accounts Receivable Accounts Payable

Dept: 107 ID: STUT1.24 Ver: 1 Function: New Phase: Final =

Appropriation and Allotment Budget Document{BGAI0)

Header

Budget FY Fund Group Department Appr Category Dollar Amount Increase/Decrease Event Type ~
2015 3000 107 1070000 50.00 Increase BGO1
From 1 to 1 Total: 1
—
Action: liv Reservation Type: $|
Event Type: BGO1 & Budget FY: 2015
Name: pctivity 1.2 Fiscal Year: 2015
i Start Date: 07/01/2013 Period: 5
End Date: 053002014 Fund Group: 3000 $|
Dollar Amount: gp 00 Department: g7 $|
Increase/Decrease: I—V Appr Category: 1070000 $|
Allotment Dist Amount: 1,000,000.00 Er x|
Contact Name:
Description: v
Appropriation Controls Total Lines: 0
Allotments Total Lines: 5
[ Edit | [ (% copy | [ @5 opy Forward | | [ Discard | & Print | | Processing = | | workfiow = | [ Fie = | [ 3 Close |

Budget Controls Sections

Each budget level is followed by a Budget Controls section which contains and defines line level controls
for lines in a budget. Only authorized users with appropriate security permission are able to access the

controls for a budget level.

Jump to:) BUDLCON i\ﬂ @Hume %’P&rsunalze @Accessinity @AppHelp T About @

Procurement Budgeting Accounts Receivable | Accounts Payable

Weicome, Student 7
Appropriation and Allotment Budget Document(BGAS0)

Dept: 107 ID: STUT1.2A WVer. 1 Function: New Phase: Final =

Header
Level 1: App iation and A Total Lines: 1

Constraint ID Name Violation Action Include Allotments

From 0 to 0 Total: 0
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Allotment Periods

Creating allotment periods is part of establishing budgets. Allotments are required for Appropriation
Budgets and Revenue Budgets.

Jump to; BUDLCON ﬁ\ﬂ @Hume ﬁ?ersunalize @Accessini\'ﬁy IEAppHelp T About

Procurement Budgeting Accounts Receivable Accounts Payable

Appropriation and Allotment Budget Document(BGA90) | Dept: 107 1D STUT 1.24 Ver: 1 Function: New Phase: Final -

Header
Level 1: Appropriation and Allotment Total Lines: 1

| H

Appropriation Controls Total Lines: 0
Allotments Total Lines: 5 = [
Budget FY Period Percentage Allotment Amount Increase/Decrease
2015 1 25.00% $250,000.00 Increase
2015 2 25.00% $250,000.00 Increase
2015 3 25.00% $250,000.00 Increase
2015 4 25.00% $250,000.00 Increase
2015 5 0.00% 50.00 Increase
From 1 to 5 Total: 5

The allotment periods for an appropriation are quarterly. Unused allotments are carried forward to the
next allotment period increasing the available allotment within the next period. Cash Expenditures are
limited to the amount available for the year to date allotments amount.

Using the appropriation allotment example illustrated above note that five allotment lines have been
established. The four quarterly allotment lines do not have to be distributed equally at 25%, however
they cannot exceed a total of 100%. Allotment Period 5 for appropriation budgets (Period 13 for
revenue budgets) must be established at 0% ($0.00) as an accumulator bucket to accommodate the year
end processing. Specifically, appropriation allotment Period 5, or a roll forward period, is used by the
application to determine the appropriation amount for the fiscal year end Budget Lapse process.

Budget Rollups

Two buttons located on the budget document are labeled Perform Budget Rollup and Smart Budget
Rollup. Both buttons will summarize budget lines above the lowest level where lines have been entered,
but the Smart Budget Rollup is the preferred method since it makes it easier to create balanced budget
lines and simplifies data entry.

=

Action: Iiv Reservation Type: il
Event Type: BGO1 i‘ Budget FY: 2015
Name: actwity 1.2C Fizcal Year: 2015

Start Date: /= Period: 5
End Date: B Fund: gpo7 ﬁl
Dollar Amount: 51 ,000,000.00 Department: 107 &
Increase/Decrease: I—v Appr Unit: 1070000 i' ™
Perform Budget Rollup | ‘Smart Budget Rollup

The Name and Description fields are not rolled up to higher levels on budget documents when the
Perform Budget Rollup or Smart Budget Rollup actions are taken.
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The Smart Budget Rollup performs the following when invoked:

1.

2.
3.

Performs a save on the entire budget document.

Determines if budget lines exist on the document for a level greater than 1.

Deletes all budget lines, links, and line level controls above the lowest budget level entered
on the document.

Saves those deletions.

Takes the budget line(s) at the lowest budget level and summarizes those lines on key
elements that match the definition of the next upper budget level, retaining unique Event
Type and Action values.

Inserts and saves summarized lines automatically created. Repeats Steps 5 and 6 with the
current summary level for each progressively higher budget levels, until Level 1 is finished.
For each parent budget line, at levels higher than the lowest in the document with an
Action of New, a lookup is performed to the respective budget level table to see if the line
exists. If it exists, the Action is set to Modify. If not, the Action is left as New.

Resets all Change Evaluation Tracking fields used by the system to prompt a user that
changes made, since the last rollup may require another rollup.

The Performs Budget Rollup performs the following when invoked:

1.

2.
3.

Performs a save on the entire budget document.

Finds if budget lines exist on the document for a level greater than 1.

Takes the budget line(s) at the lowest budget level and summarizes those lines on key
elements that match the definition of the next upper budget level, retaining unique Event
Type and Action values.

Inserts and saves the summarized lines automatically created. Repeats Steps 5 and 6 with
the current summary level for each progressively higher budget levels until Level 1 is
finished.

Resets all Change Evaluation Tracking fields used by the system to prompt a user that
changes made since the last rollup may require another rollup.

2.5. Budget Query Pages

Budget query pages exist for every level within each budget structure. Summary query pages exist for
the lowest required level and several optional levels on Appropriation, Revenue, and Department

Operating budget structures.
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Table 4 below lists the budget query pages and summary query pages by budget structure.

37

Table 4: Budget Structure Query Pages

Budget
Structure

Name

Query
Pages

Summary
Query

90

Appropriation/Allotment Budget

BQ90OLV1

ESUMO0L1

91

Department — Bureau

BQ91LV1
BQ91LV2
BQ91LV3
BQ91LV4

ESUMO91L2

92

Department — District

BQ92LV1
BQ92LV2
BQ92LV3
BQ92LVv4

ESUM92L4

93

Department — Division

BQ93LV1
BQ93LV2
BQ93LV3

ESUM93L3

94

Revenue

BQ94LV1
BQ94LV2
BQ94LV3

RSUM94L1

RSUM94L3

95

Department — Unit

BQ95LV1
BQ95LV2
BQ95LV3
BQ95Lv4
BQYO5LV5
BQY95LV6E
BQO5LV7

ESUM95L2
ESUMO95L3

ESUMO5L7

37

Program Phase Revenue and Expense

BQ37LV1
BQ37LV2
BQ37LV3

40

Program Phase Reimbursement

BQ38LV1
BQ38LV2
BQ38LV3

38

Program Period Revenue and Expense

BQ39LV1
BQ39LV2

39

Program Period Reimbursement

BQ40LV1
BQ40LV2
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Query Pages

Query pages can be accessed by entering the page code into the Jump to box in the Primary Navigation
Panel. Each query page displays the budget lines in a grid at the top of the page and three sections
below for the selected line.

Jump to; BQE3LYI ﬁwﬂ (@ Home 2 Personaize () Accessivity [ AppHelp . About

Procurement Budgeding Accounts Receivable Accounts Payable

Training - Financial Dept Expense 93: Level 3

Menu Back

Message Center

El Search
BFY Fund Department ApprUnit Div ObjClass Current Budget Encumbered Actual Expenses Unobligated

~ 2015 8007 107 1070000 107 7000 $1,000,000.00 $16,399.99 S7,060.00 5878 540.01
First Prev Next Last

Page Search
Document Catalog

Report Search
History Search ¥k
= Budget Actuals
Favorites &
Purchase Reservations : gp g Uncommitted : 2575 540,01
Administration !
Unobligated : 5975 540.01

Unexpended Cash: gg99 470 00

Pre-Encumbered : gp g0
Encumbered: 515 399.99
Accrued Expenses : g5 53000
Cash Expenses : g530.00

Unexpended Accrued : 5992 94000

PLLLLP

Actual Expenses: 57 060.00

» Budgeted Amounts

b General Information

Top

~ Modified Budget Line Controls ' Previous Level

The Budget Actuals section displays the balances for encumbrances and expenses along with calculated
amounts for uncommitted, unobligated, and unexpended cash.

# Budget Actuals
Purchase Reservations : g g Uncommitted : gq975, 540.01
Pre-Encumbered : 5 g Unobligated : £975 540.01
Encumbered : 516,399 99 Unexpended Cash : g999 470,00
Accrued Expenses : $6,530.00 Unexpended Accrued : 5992 940.00
Cash Expenses : s530.00

Actual Expenses : 57 050.00

ELLLL

The Budgeted Amounts section displays the original and current budgeted amounts along with any
transfers in or out of the budget.

+ Budgeted Amounts

Adopted : 51,000,000.00 Budget Reserve : g 0p

Allocated : 500 Transfer Qut: g 0o

Amendments : gq g Transferin: gp g

Carry Forward : < g Original Budget : $1,000,000.00

Reversions : 500 Current Budget : 54 oo 000.00
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The General Information section contains the information for the budget line such as the Name,
Manager, Description, House Bill Number, and Start/End Dates.

w General Information

BFY: 2015 Mame : pctivity 120
Fund : ggp7 Manager :
Department: qg7 Description :

Appr Unit: 1070000

Div: qp7
Obj Class : 700 Active :
House Bill Number :
Start Date :
End Date :

The labels for each field in the Budget Actuals and Budgeted Amounts sections are clickable links that
will display the pending increases and decreases for that value. The Magnifying Glass icons allow users
to drill down and view the transactions that have impacted the amount shown in the field. For example,
the encumbered amount is impacted by Encumbrance documents that have been processed for the
selected budget line.

Field Details
First Prev Mext Last

Encumbered 3516, 399.99 Pending Increases to Encumbered 30.00 Pending Decreases to Encumbered $500.00

Cancel
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On the query page for Budget Structure 90 Level 1, the Allotments link at the bottom will display the
configured allotments for the selected budget line.

Jump to; BQGOLV1 ﬁ\ﬂ @Hume ﬁ?ersunalize @Accessini\'ﬁy IﬂAppHelp T About

Procurement Budgeting Accounts Receivable Accounts Payable

Weilcome, Student 7

Training - Financial Allotments

Message Center

= Search

P — BFY Fund Group Dept ApprCat Period CurrentBudget Encumbered Actual Expenses Unobligated
age Searcl
- 2015 8000 107 1070000 1 $250,000.00 50.00 50.00 5250,000.00
Document Catalog

2015 G000 107 1070000 2 $250,000.00 30.00 50,00 3250,000.00
Report Search 2015 8000 107 1070000 3 $250,000.00 50.00 $0.00  $250,000.00
History 2015 &000 107 1070000 4 $250,000.00 50.00 $0.00  3250,000.00
2015 &000 107 1070000 5 $0.00 50.00 50.00 $0.00

Favorites

First Prev Nex Last
Administration st Frey fext Las

Search ¥k
= Budget Actuals
Purchase Reservations : g g Uncommitted : £250,000.00
Pre-Encumbered : g 00 Unobligated : £250 000 00
1 Encumbered : 5p.00 Unexpended Cash : 5250 000.00
Accrued Expenses : g g Unexpended Accrued : £o50 000,00

Cash Expenses: gp o0
Actual Expenses @ gp .00

» Budgeted Amounts

Top

“ Modified Budget Line Controls -7 Budget Structure 1 Level 1

On the query pages for Expense Budget Structures 91, 92, 93, and 95, the Next Level and Previous Level
links allow users to navigate to the other level query pages for the budget structure.

Summary Query Pages

Summary query pages allow users to see combined totals for any COA elements in the budget structure.
These pages are available primarily at the lowest required level for a budget structure because they will
summarize the data across budget lines for any COA elements that have been defined for the structure.

Jump to; ESUMB3L3 ﬁ\ﬂ @Hume ﬁPersunalize t@;ﬁccessini\iﬁ.l IﬁkppHe\p f’ About

Procurement Budgefing Accounts Receivable Accounts Payable

Weicome, Student 7
Training - Financial

Budget Structure 93 Level 3 ESUM

Message Center Menu Back

= Search Browse Clear
Page Search BFY :
Fund

Report Search Department : 157
History Appr Unit :
Div :

Favorites
Obj Class :

[ Administrati
F Administration G ‘l—il

iv ObjClass Current Budget Pre-Encumbered Encumbered Actual Expenses Uncommitted Unobligated

BFY Fund Department ApprUnit Div
v 107 $1,000,000.00 3000  §16,399.99 $7,060.00  5976,540.01 $976,540.01

First Prev Nexd Last

iv ObjClags Current Budget Pre-Encumbered Encumbered Actual Expenses Uncommitted Unobligated

=]

BFY Fund Department Appr Unit
107 $1,000,000.00 $0.00 $16,399.99 §7,060.00 5976,540.01  $876,540.01

v
First Prev Next Last

" Dept Expense 93: Level 3
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Lesson Summary

In this lesson, you:

= Reviewed the budget control lifecycle

= Examined the budget controls

= |dentified the available budget structures
= Reviewed the available budget documents

= Reviewed the available budget query pages

Check Your Progress

1. The BUDCON table stores records that link Control IDs with budget structure levels.

a. True
b. False

2. All of the following are available budget structure types except

Department Expense Budget
Revenue

Cost Structure
Appropriation and Allotment

™ o 0 T o

None of the Above

3. Every budget structure level has a corresponding summary query page.

a. True
b. False
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3. Appropriation Budgets

Learning Objectives

In this lesson, you will:

= Examine the Appropriation budget creation process
=  Amend an Appropriation budget

= Transfer an Appropriation budget

= Review the Relief Bill budget process

= Review the budget deactivation process
Lesson Overview

Appropriation budgets are defined in legislation and approved by the Governor for the State of Arizona.
This lesson reviews the process of creating, amending, and transferring Appropriation budgets in AFIS.
This lesson also reviews the Relief Bill and budget lapse process in AFIS.

3.1. Appropriation Budgets

Appropriation budgets use budget structure 90 and are established in AFIS through the creation of a
BGA90 document. Budget structure 90 and the BGA90 document consist of only one level for budget
line definition. Each budget line created in Level 1 on an Appropriation budget document can have
Appropriation Controls and Allotments specified which further control and define the breakdown for the
appropriated funds.

The purpose of each line on a budget document is driven by the combination of the Line Action and
Event Type selected. The valid event types on the BGA90 document are listed in Table 5 below:

Table 5: Appropriation Budget Structure Event Types

Event Type | Name

BGO1 Adopt an Expense Budget

BGO3 Amend an Expense Budget

BGO5 Revert an Expense Budget

BGO6 Transfer In an Expense Budget
BGO7 Transfer Out an Expense Budget
BGO8 Deactivate Budget Line

BGO9 Activate Budget Line

BG10 Delete Budget Line

BGE1 Adopt Expense Budget Exception
BGE3 Amend an Expense Budget Exception
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-001 (Create Appropriation Budget and Budget Allotments) and
represented by Figure 3 below.

1. Secretary of State Chapters and publishes budget related bills.

2.

43

The Department enters budget and allotment data based on the published budget. The
following items will be included in this process: validate funding sources, budget fiscal year
and appropriations, bill information, start and end date; match totals with the published
budget; allotment exceptions request is routed to the Office of Strategic Planning and
Budgeting (OSPB) and General Accounting Office (GAO); ensure that workflow is based on
standard budget allotments or allotment exceptions.

The Department approver reviews and validates against the business needs of the agency.
If there are allotment percentage exceptions, the OSPB will review the request, as well as
the explanation provided by the agency in the letter of justification and analyze for future
budget issues for the agency based on budget submission. The OSPB will recommend or
reject the budget document based on allotment exceptions.

The General Accounting Office (GAO) will review for funding sources, budget fiscal year and
appropriation in accordance with the published budget. If required, the GAO will also
analyze the allotment exception request and the State Comptroller will approve or reject
the request.

GAO will approve if all requirements are met or reject for workflow to Step 2.
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Figure 3: Create Appropriation Budget and Allotments (BC-TB-001)

GAO

Step b
Submit

No Approved? Yes—|

Step 5
GAO
Approver

Department

¥ OSsPB
Step 2

Enter Budget

and < ‘ No Recommended?

h 4

Allotments

—

Step 1
e et Rei:::’vior
Budget Data Dept AT o5 "
Approver (Allotment A"otme.nt %
Exceptions

Exceptions)

Secretary of State

[——

(Standard Allotments)

Activity 3.1
Create an Appropriation Budget

Scenario
The Secretary of State has published the budget related bills. You are responsible for creating the
budget in AFIS based on the published data.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGA90.

In the Dept. field, enter the data from your student data card.
Check the Auto Numbering check box.

o vk wnN

44




AFIS | Budgetary Control

7. Click Create. The budget document opens.

WAFIS Jump to:; ESUMIELE ﬁlﬂ mﬂume ébPersunalze @Accessibiw @Appﬂﬂp f’ About @

Weicome, Student 7 Procurement Budgefing Accounts Receivable Accounts Payable

Appropriation and Allotment Budget Document(BGAS0) Dept: 107  ID: 201500000028 Ver.: 1 Function: New Phase: Draft -

Transaction Date:
Budget FY:
Fiscal Year:
Period:

Start Date:

End Date:

Created By: Sludent?
Created On: 04/05/2015
Modified By: Student?

Maodified On: 04/05/2015

H save || “3 unde Load Constraints

Level 1: Appropriation and Allotment Total Lines: 0
Appropriation Controls Total Lines: 0
Allotments. Total Lines: 0

5] (}uw‘ Vaidaie| Ed Suhlril| [3¢ Discard | =) Fvim‘ Processing ™ Wurk‘llﬂw" Fiew || B3 Cluse‘

B. Complete the Header section of the budget document.

1. Inthe Transaction Date field, enter today’s date, or leave blank for default.
In the Budget FY field, enter the current BFY, or leave blank for default.

In the Fiscal Year field, enter the current FY, or leave blank for default.

In the Start Date field, enter 07/01/2014.

P wn
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5. Inthe End Date field, enter 06/30/2016.

%AFIS Jump to ESUMB3LS 3|ﬂ P tome 2 Personaize ) Accessivity [g) Amnten . Avout | (G

Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable

Appropriation and Allotment Budget Document(BGAS0) Dept: 107 1D: 201500000028 Ver.: 1 Function: New Phase: Draft -

_ﬁﬂ

Transaction Date: i)
Budget FY:
Figcal Year:
Period:

Start Date: | 7/1/2015 /|

End Date: | 6302016 % [

Created By: Student?
Created On: 04/05/2015
Modified By: Student?

Modified On: 04/05/2015

| save | “) undo Load Constraints
Level 1: Appropriation and Allotment Total Lings: 0
Appropriation Controls Total Lines: 0
Allotments Total Lings: 0
5] copy| Vaidate‘ E3 Subﬂi‘[‘ [3 Discard ‘ =1 Prir|1| Processing ™ Wurkﬂnw'l Fie~ | | B4 Clnse‘

C. Complete the Level 1: Appropriation and Allotment section.

=

Click on the Level 1: Appropriation and Allotment section.

Click Insert New Line. The Action defaults to New.

In the Event Type field, enter BG0O1, Adopt an Expense Budget.

In the Name field, enter Lump Sum Appropriation.

In the Dollar Amount field, enter 100000.

Observe the default Increase/Decrease action is Increase.

In the Fund Group field, enter 8000.

In the Department field, enter the data from your student data card.
In the Appr Category field, enter the data from your student data card.

© W N U A WN

10. In the Description field, enter New Spending Budget.
11. In the House Bill Number field, enter the data from your student data card.

46



AFIS | Budgetary Control

12. Click Save.

%AFIS Jump to] ESUME3LS 3|ﬂ Pome 2 Personaize ) Accessivity [g) ApnHen . About

Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable

Appropriation and Allotment Budget Document(BGAS0) Dept: 107 1D: 201500000028 Ver.: 1 Function: New Phase: Draft -

Appropriation and Allotment Level ‘ﬂ ~
Action: INew v Reservation Type: EI

Event Type: | BGO1 & Budget FY:
Name: | Lump Sum Appropriation Fiscal Year:
Start Date: B3 Period:
End Date: /m Fund Group: 3000 &
Dollar Amount: | 100000 Department: 107 &
IncreaseiDecrease: Im Appr Category: 1010000 3\
Allotment Dist Amount: Contact: i‘

Contact Name:

Description: New Spending Budget

House Bill Number: HE2001

Debt ID: &
v
A save | 55 Undo | [E4 Insert New Line | [E.4 Insert Capied Line \ E4 Edit with Grid
Appropriation Controls Total Lines: 0 |
Allotments Total Lines: 0 |
] copy| Vaidate‘ 3] Subﬂi‘[‘ [3 Discard ‘ (=] Prir|1| Processing | | warkiow | | Fie > | | 3 Clnse‘

D. Complete the Allotments section.

1. Click on the Allotments section.

2. Click Insert New Line 5 times to add 5 blank lines.

3. In the first line, click the cell under Period.

4. Inthe Period field, enter 1 and press tab.

5. The Percentage field is selected. Enter 25, press tab 3 times.
6. Inthe second row, Period field, enter 2, and press tab.

7. The Percentage field is selected. Enter 25, press tab 3 times.
8. Inthe third row, Period field, enter 3, and press tab.

9. The Percentage field is selected. Enter 25, press tab 3 times.
10. In the fourth row, Period field, enter 4, and press tab.

[y
[N

. The Percentage field is selected. Enter 25, press tab 3 times.

[E
N

. In the fifth row, Period field, enter 5, and press tab.

[EEN
w

. The Percentage field is selected. Enter 0.
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14. Click Save.
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E. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

Click Home to return to the Home Page.

3.2. Appropriation Budget Amendments

Modification or amendment of an Appropriation budget requires the creation and submission of the
same budget document type that was used to create the budget line. For Appropriation budgets, the
document code is BGA90. The Line Action is changed to Modify and the Event Type selected is BGO3,
Amend an Expense Budget.

When a budget line is amended, the Increase/Decrease field needs to be set so that the dollar amount
entered is either added to or subtracted from the current budget amount. This value represents the
change in budget amount and is different than accounting documents where a new value is entered.
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-002 (Amend Appropriation Budget and Budget Allotments) and
represented by Figure 4 below.

1. Secretary of State Chapters and publishes budget related bills.

2. The Department will amend the budget and allotment data based on published budget.
The following items will be included in this process: validate funding sources, budget fiscal
year, appropriations and amendment amount; match totals with the published budget; and
ensure allotments match original load percentages.

3. The Department approver reviews and validates the amendment amount and publishes the
budget.

4. The General Accounting Office (GAO) will review for funding sources, budget fiscal year,
appropriations & allotment and amendment amount in accordance with the published
budget.

5. The GAO will submit if all requirements are met or reject for workflow to Step 2.

Figure 4: Amend Appropriation Budget and Allotments (BC-TB-002)
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AcTiviTy 3.2

Modify an Appropriation Budget

Scenario

The Secretary of State has published the budget related bills. You are responsible for amending the
budget in AFIS based on the published data and required changes.

Setup

v" User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

Nouvs~wbN

In the Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGA90.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

Click Create. The Budget document opens.

B. Complete the Header section of the budget document.

vk wnN

In the Transaction Date field, enter today’s date, or leave blank for default.
In the Budget FY field, enter the current BFY, or leave blank for default.

In the Fiscal Year field, enter the current FY, or leave blank for default.

In the Start Date field, enter the data from your student data card.

In the End Date field, enter the data from your student data card.
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6. Click on the Level 1: Appropriation and Allotment section.
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C. Complete the Level 1: Appropriation and Allotment section.

=

Click Insert New Line.

Set the Action field to Modify.

In the Event Type field, enter BG03, Amend an Expense Budget.

In the Dollar Amount field, enter 5000.

Set the Increase/Decrease field to Decrease.

In the Fund Group field, enter 8000.

In the Department field, enter the data from your student data card.
In the Appr Category field, enter the data from your student data card.

L N WN

In the Description field, enter Budget amended.

=
o

. In the House Bill Number field, enter the data from your student data card.
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11. Click Save.
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D. Complete the Allotments section.

1. Click on the Allotments section.

2. Click Insert New Line 5 times to add 5 blank lines.

3. In the first line, click the cell under Period.

4. Inthe Period field, enter 1 and press tab.

5. The Percentage field is selected. Enter 25, press tab 2 times.

6. Inthe Increase/Decrease dropdown, select Decrease, and press tab.
7. Inthe second row, Period field, enter 2, and press tab.

8. The Percentage field is selected. Enter 25, press tab 2 times.

9. Inthe Increase/Decrease dropdown, select Decrease, and press tab.
10. In the third row, Period field, enter 3, and press tab.

11. The Percentage field is selected. Enter 25, press tab 2 times.

12. In the Increase/Decrease dropdown, select Decrease, and press tab.
13. In the fourth row, Period field, enter 4, and press tab.

14. The Percentage field is selected. Enter 25, press tab 2 times.

15. In the Increase/Decrease dropdown, select Decrease, and press tab.
16. In the fifth row, Period field, enter 5, and press tab.

17. The Percentage field is selected. Enter 0.
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18. Click Save.
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E. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

Click Home to return to the Home Page.

3.3. Appropriation Transfer

When budget authority needs to be transferred from one budget line to another, a pair of balancing
transfer in and transfer out lines must be created on an Appropriation budget (BGA90) document. The
event type entered on the budget line tells AFIS to perform a transfer. For the transfer out, the line
Action is Modify, but for the transfer in, the line Action can be either New, which establishes a budget,
or Modify, which modifies an existing budget.

= Event Type BGO7 — Transfer Out an Expense Budget
= Event Type BG06 — Transfer In and Expense Budget

It is important to note that when budget amounts are transferred out, the Increase/Decrease field is set
to Increase which will subtract the dollar amount entered from the specified budget line. When budget
amounts are transferred in, the Increase/Decrease field is again set to Increase which will add the
amount to the new or existing budget line.
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-003 (Transfer Appropriation Budgets) and represented by Figure
5 below.

1. Departments identify a need to transfer appropriation authority.

2. The Department will enter the budget document to transfer appropriation authority. The
following items will be included in this process: verify the transfer is within the same
funding source; validate budget fiscal year, appropriations and transfer amount; AFIS will
enforce that the transfer out and transfer in amounts match; a letter of justification for
transfer needs to be routed to the OSPB and the GAO.

3. The Department approver reviews and validates the transfer.

4. The OSPB reviews the transfer for budget availability and analyzes prior and current year
budgets to ensure that the transfer will not cause budget issues.

5. The General Accounting Office (GAO) will review the budget transfer based on the
justification provided and validate for funding sources, budget fiscal year, appropriations.
State Comptroller will approve or reject the budget transfer.

6. GAO will submit if all requirements are met or reject for workflow to Step 2.

Figure 5: Transfer Appropriation Budgets (BC-TB-003)
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AcTivity 3.3
Transfer an Appropriation Budget

Scenario

Your department has established a need to transfer appropriation authority for $10,000 budgeted
dollars to another department. You will complete the budget transfer using the Appropriation budget
document.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGA90.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

Click Create. The Budget document opens.

No v s wN

B. Complete the Header section of the budget document.

1. Inthe Transaction Date field, enter today’s date, or leave blank for default.
In the Budget FY field, enter the current BFY, or leave blank for default.

In the Fiscal Year field, enter the current FY, or leave blank for default.

In the Start Date field, enter the data from your student data card.

In the End Date field, enter the data from your student data card.

vk wN
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6. Click on the Level 1: Appropriation and Allotment section.
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C. Complete the Level 1: Appropriation and Allotment section.

1. Click Insert New Line.

Set the Action field to Modify.

In the Event Type field, enter BGO7, Transfer Out an Expense Budget.

In the Dollar Amount field, enter 10000.

Leave the Increase/Decrease field set to Increase. This is because the Transfer Out budget

vk wnwN

amount is subtracted to arrive at the Current Budget so an “Increase” transfers authority
out.

In the Fund Group field, enter 8000.

In the Department field, enter the data from your student data card.

In the Appr Category field, enter the data from your student data card.

In the Description field, enter Budget transferred out.

0 N

10. In the House Bill Number field, enter the data from your student data card.
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11. Click Save.
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D. Complete the Allotments section.

=

Click on the Allotments section.

Click Insert New Line 5 times to add 5 blank lines.

In the first line, click the cell under Period.

In the Period field, enter 1 and press tab.

The Percentage field is selected. Enter 25, press tab 2 times.

In the Increase/Decrease dropdown, select Decrease, and press tab.
In the second row, Period field, enter 2, and press tab.

The Percentage field is selected. Enter 25, press tab 2 times.

W NV R WN

In the Increase/Decrease dropdown, select Decrease, and press tab.

=
o

. In the third row, Period field, enter 3, and press tab.
. The Percentage field is selected. Enter 25, press tab 2 times.
. In the Increase/Decrease dropdown, select Decrease, and press tab.

[ S
w N R

. In the fourth row, Period field, enter 4, and press tab.
. The Percentage field is selected. Enter 25, press tab 2 times.
. In the Increase/Decrease dropdown, select Decrease, and press tab.

[T SN
o

. In the fifth row, Period field, enter 5, and press tab.
. The Percentage field is selected. Enter 0.

[EEN
~N
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18. Click Save.

Add a line to transfer in the same amount for the other department.

=

Click the Level 1 component

Click Insert New Line.

Set the Action field to New.

In the Event Type field, enter BGO6, Transfer In an Expense Budget.
In the Dollar Amount field, enter 10000.

Leave the Increase/Decrease field set to Increase.

In the Fund Group field, enter 8000.

In the Department field, enter the data from your student data card.
In the Appr Category field, enter 1000001.

10. In the Description field, enter Budget transferred in.

W NOU R WN

11. In the House Bill Number field, enter the data from your student data card.
12. Click Save.
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ete the Allotments section.

Click the Allotments section.
Click Insert New Line 5 times to add 5 blank lines.
In the first line, click the cell under Period.

In the Period field, enter 1 and press tab.
The Percentage field is selected. Enter 15, press tab 3 times.
In the second row, Period field, enter 2, and press tab.

The Percentage field is selected. Enter 20, press tab 3 times.
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8. Inthe third row, Period field, enter 3, and press tab.

9. The Percentage field is selected. Enter 30, press tab 3 times.
10. In the fourth row, Period field, enter 4, and press tab.

11. The Percentage field is selected. Enter 35, press tab 3 times.
12. In the fifth row, Period field, enter 5, and press tab.

13. The Percentage field is selected. Enter 0.

14. Click Save.
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G. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

3. Click Home to return to the Home Page.

3.4. Relief Bill Budgets

An agency may submit a request for inclusion in the Relief Bill process if a claim is presented which is
more than one fiscal year and less than four fiscal years old and if sufficient funds remain in the reverted
appropriation to pay the claim. The Department of Administration shall present the claim to the
legislature requesting an appropriation of monies sufficient for payment of the claim.
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-015 (Relief Bill) and represented by Figure 6 below.

1.

Departments enter a Relief Bill appropriation budget in AFIS. The appropriation budget will
be in a ‘held’ status until the Relief Bill has been signed. In addition to adding an
appropriation budget, a line will be created to note this amount should be reduced from the
original appropriation. A new appropriation will need to be set up by the GAO.
The budget is routed to the GAO to compile the Relief Bill information. GAO will run a
report based on the appropriation number to get a complete list of all requests. GAO will:
verify that the original appropriation has remaining authority, verify that the attached
appropriation matches the invoice, and verify that the agency has identified and reduced
the amount on the original appropriation.
The GAO will draft the Relief Bill and the bill is reviewed by appropriate parties.
Bill information is routed to Legislative Council for review.
Once the Legislatures have approved and the Governor has signed the bill, the Secretary of
State will chapter the bill.
GAO submits the appropriation budget for Relief Bill. This will allow departments to submit
their payment for the Relief Bill.
Departments will enter their encumbrance and copy forward to the payment transaction in
AFIS. The payment document will be routed to GAO for approval and processing.
GAO will validate the payment information matches the original request and will release
the payment document. If the information does not match or is invalid, the document will
be rejected and routed back to step 7.
The document is submitted for payment generation and budget is updated. GAO will run
reports to validate all payments have been processed and the appropriation budgets have
been reduced per the relief bill.
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Figure 6: Relief Bill (BC-TB-015)

Department
Step 7
diznil _ Enter Payment
[Eriicr . Transaction
Budget
\.___//_\-\ No
GAO
Step 2
Compile Relief Bill
Information
Step 8
GAQ Al ? .
PR Submit
Approver
Step 3
Draft Legislative Step 6
Bill and Submit Budget Released
For Relief Bill
Legislative
Council
Step 4
Bill Information to
Legislative Council
Secretary
Of State Step 5
Secretary of State
Chapters Bill

3.5. Appropriation Budget Lapse Process

When an Appropriation budget reaches the End Date specified, the budget lapses. This means that any
funds that remain unspent or unencumbered are lapsed. Setting the proper Start and End Dates for an
Appropriation budget line is very important since these dates controls the lapse process for the budget.

Inactivate Appropriation Budgets

When a budget line is deactivated, that effectively stops all activity against it. When performed on a
higher budget level, deactivation will stop processing against all lower level budget lines. Therefore, it is
important to deactivate only at the proper level. Because of this, it is not necessary to deactivate a
series of parent and child budget lines. Also, for this reason, rollup actions do not work with deactivation
or reactivation, since this could cause unforeseen problems with existing budgets.
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This

process is referenced in To Be ID BC-TB-004 (Inactivate Appropriation Budgets) and represented by

Figure 7 below.

1. Aneed toinactivate a budget line is identified.

2.

Departments will process a budget document with the budget inactivation event type to
inactivate the budget line. A budget may be re-activated using the same process using the
budget activation event type.

Department approver reviews and validates the inactivation. If rejected, the document is
routed through workflow back to Step 2.

Upon submission, the budget line is inactivated and is no longer available for use.

Figure 7: Inactivate Appropriation Budget (BC-TB-004)
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Lesson Summary

In this lesson, you:

Examined the Appropriation budget creation process
Amended an Appropriation budget

Transferred an Appropriation budget

Reviewed the Relief Bill budget process

Reviewed the budget deactivation process

62




AFIS | Budgetary Control

Check Your Progress

1. Appropriation budgets are determined based on the State approved legislative budget.

a. True
b. False

2. The Line Action on a budget document defaults to

a. Modify
b. Delete
c. New

3. Relief Bill budgets allow department budgets that have not been fully depleted to be transferred to
another department.

a. True
b. False

4. Changing Level 2 of a budget structure to inactive will prevent future activity at

a. Levell

b. Level3

c. Level4d

d. Bothbandc

e. All of the above
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4. Departmental Budgets

Learning Objectives

In this lesson, you will:

= |dentify the available department operating budget structures
= Establish a departmental operating budget

= Amend a departmental operating budget

= Transfer a departmental operating budget

= Research a department operating budget structure
Lesson Overview

Department operating budgets provide a way to capture and display expenditures compared to a pre-
established plan. In this lesson, users review the operating budget structures and event types. Users will
also create, modify, and transfer an expense budget.

4.1. Departmental Operating Budgets

The departmental operating budgets are used to track and limit expenses. When an expense document
is processed in AFIS, the system will perform a check against the requesting department’s budget and
only allow the transaction if sufficient funds are available.

Departments can choose the budget structure that best suits their needs from the available budget
structures in AFIS. The budget structures used by departments to track expenses and the COA detail
they provide are:

= Budget Structure 91 — Bureau
= Budget Structure 92 — District
= Budget Structure 93 — Division
= Budget Structure 95 — Unit

Some departments may choose to use more levels of detail within a budget structure when creating
budget line entries than other departments. This flexibility allows departments to track and report on
expenses as necessary.

It is important to note that budget lines can be created with a line amount of $0. This effectively creates
a way to track spending without setting any limitations on the amount that can be spent against a
specific budget.
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4.2. Establish Operating Budgets

The documents used to create and modify departmental operating budgets are the BGE91, BGE92,
BGE93, and BGES5. These documents correspond to the chosen budget structure. The only differences
between the documents are the levels that are available for entry. Only the required levels within a
budget structure must be defined; however, users should start at the lowest level to be used when
creating a new budget line. This allows the higher levels to be automatically calculated using on the
Smart Roll Up feature.

For example, if a department is using budget structure 95 and wants to track expenses at the Unit level,
the department user would enter all budget information in Level 6 on a BGE95 document and use the
Smart Roll Up feature to calculate the amounts for levels 1 through 5.

The valid event types on the BGE## documents are listed in Table 6 below:

Table 6: Department Expense Budget Event Types

Event Type | Name

BGO1 Adopt an Expense Budget

BGO3 Amend an Expense Budget
BGO6 Transfer In an Expense Budget
BGO7 Transfer Out an Expense Budget
BGO8 Deactivate Budget Line

BGO09 Activate Budget Line

BG10 Delete Budget Line

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-006 (Create Departmental Budgets) and represented by Figure 8
below.

1. Departments will forecast for departmental budget requirements.

2. Departments will create budget documents in AFIS to adopt an expense budget. The
department will enter the departmental budget and allotment data based on forecasted
budget. Departments will budget at a lower level than the appropriation budget but will
not exceed appropriation budget amounts, Departments will validate funding sources,
budget fiscal year and departmental budgeting Chart of Accounts.

3. The department approver reviews and validates the department’s budget needs. If
rejected, the budget documents will be returned through workflow to Step 3.

4. |If approved, the departmental budget document will be submitted and budget structure
updated.

65



AFIS | Budgetary Control

Figure 8: Create Departmental Budgets (BC-TB-006)

Approved? End

Step 2

Step 1 Enter Budget -
Budget Forecasting document ST
Budget

_/_\

AcTiviTY 4.2
Create an Operating Budget

Scenario

Your department is ready to establish its operating budget based on the forecasted department
requirements. You are responsible for creating the BGE9S3 document in AFIS to establish the budget lines
using budget structure 93 to record at the Object Class level; Level 3 in the budget structure.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGE93.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

o Uk wnN
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7. Click Create. The budget document opens.

%AFIS Jump o] Esumesis [ co] | @ Home P personaize () Accessbity [g] Apptep . Avout | [S]

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Department Expense — Division(BGES3)  Dept: 107 ID: 201500000006 Ver.: 1 Function: New Phase: Draft -

Transaction Date:
Budget FY:
Figcal Year:
Period:

Start Date:

End Date:

Created By: Student?
Created On: 04/05/2015
Modified By: Student?

Modified On: 04/05/2015

Fi save | ") undo Load Constraints

Dept Expensa 93: Level 1 Total Lines: 0
Dept Expense 93: Level 1 Controls_ Total Lines: 0

Dept Expense 93: Level 2 Total Lines: 0
Dept Expense 93: Level 2 Controls__ Total Lines: 0

Dept Expense 93: Level 3 Total Lines: 0
Dept Expense 93: Level 3 Controls__Total Lines: 0

[ copy| | vaidate | [E3 suomit| | [5¢ Discard | & Print | | Processing ~ | | workflow ~ | [ e ~ | | E3 ciose |

8. Inthe Document Navigation Panel, click Dept Expense 93: Level 3.

wAFIs Jump toEstmeas (@[ Go| | P Home P personaize Q) Accessivity [ Anpteln . About | (5]

Weicome, Student 7 Procurement Budgeting Accounts Receivable | Accounts Payable

Department Expense — Division(BGES3) | Dept: 107  1D: 201500000006 Ver: 1 Function: New Phase: Draft -

Transaction Date:
Budget FY:
Fiscal Year:
Period:

Start Date: | 07/01/2014

End Date: | 06/30/2016

Created By: Student?
Created On: 04/05/2015
Meodified By: Student?

Modified On: 04/05/2015

H save | “ undo Load Ganstraints.

Dept E. 93: Level 1 Total Lines: 0
Dept Expense 93: Level 1 Controls  Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 0
Dept Expense 93: Level 2 Controls  Total Lines: 0
Dept Expense 93: Level 3 Total Lines: 0

5]

Dept Expense 93: Level 3 Controls Total Lines: 0

(% copy | |1 Vaidate | | £3 submit| | [5¢ Discard | & Print | | Processing = | | workfiow ~ | | Fie ~ | | E3 close |

B. Complete the Dept Expense 93: Level 3 section.

1. Click Insert New Line. The Action defaults to New.
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In the Event Type field, enter BGO1, Adopt an Expense Budget.

In the Dollar Amount field, enter 100000.

Observe the default Increase/Decrease action is Increase.

In the Fund field, enter 8000.

In the Dept field, enter the data from your student data card.

In the Appr Unit field, enter the data from your student data card.
In the Division field, enter the data from your student data card.
In the Object Class field, enter 7000.

10. In the Description field, enter Training budget.

11. Click the Smart Budget Rollup button.

12. Click Save.

«AFIS

‘Welcome, Student 7

LNV R WN

Jump fo] ESUMS3L3 ﬁlﬂ P tome ¥ Personaize ) Accessivity [g] Appten . About | [T

Procurement Budgeting Accounts Receivable Accounts Payable

Department Expense — Division(BGES3)  Dept: 107 ID: 201500000006 Ver.: 1 Function: New Phase: Draft j
Header
Dept Expense 93: Level 1 Total Lines: 0
Dept Expense 93: Level 1 Controls Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 0
Dept Expense 93: Level 2 Controls Total Lines: 0
e D T e e ———————————————
a,
Action: m Reservation Type: gl
Event Type: BGO1 & Budget FY:
Name: Fiscal Year:
Start Date: Period:
End Date: Fund: 5000 &
n Dollar Amount: | 100000 Department: 107 x|
Increaseibecrease: [increase [v| Appr Unit: 1010000 4
Division: | 107 &
Object Class: | 7000 |
Contact: &
Contact Name:
Description:  Training budget (]
B save | 55 Undo | [E4 Insert New Line | [E4 Insert Copied Line ‘ E4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Dept E 93: Level 3 Controls _ Total Lines: 0 |
[T copy | Vaidate | | E3 susmit | | [k Discard | & print | | Processing = | | workfow = | | Fie - | | E3 ciose |
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C. Create the rest of the budget lines.

1. Atthe top of the section, click the Copy Line icon.
2. Atthe bottom of the section, click the Insert Copied Line button.

Dept Expense 93: Level 3 Total Lines: 2 =|/ ]
Budget FY Fund Department Appr Unit Division Object Class Dollar Amount Increase/Decrease Event Type -~
2015 8000 107 1010000 107 7000 $100,000.00 Increase BGO1 ]
2015 000 107 1010000 107 7000 $100,000.00 Increase BGO1 [}
From 1 to 2 Total 2
=
Action: |New v Reservation Type: il
Event Type: | BGO1 &*| Budget FY: 2015
Name: Fiscal Year: 2015
start Date: 07012014 | [ Period: 10
End Date: | 06302016 | [ Fund: | 5000 &
Dollar Amount: | $100,000.00 Department: 107 &
Increase/Decrease: |Increase |V A tiia. | anannan N v
Fl save | % undo|  [EdinsertNew Line | | [E4Inser Copied Line | | F Edit wilh Grid | Perform Budget Rolup | | Smart Budget Rolup
3. Inthe Dollar Amount field, enter 75000.
4. In the Object Class field, enter 6000.
5. Click the Insert Copied Line button.
6. Inthe Dollar Amount field, enter 60000.
7. Inthe Object Class field, enter 6100.
8. Click the Smart Budget Rollup button.
9. Click Save.
Budget FY Fund Department Appr Unit Division Object Class Dollar Amount Increase/Decrease Event Type
2015 3000 107 1010000 107 7000 $100,000.00 Increase BGO1 o
2015 8000 107 1010000 107 5000 §75,000.00 Increase BGO1 )
2015 s000 107 1010000 107 6100 $60,00000 Increase BGO1 [

From 1 to 3 Total: 3

D. Review the rollup amounts in Level 1 of the budget document.

1. Inthe Document Navigation Panel, click Dept Expense 93: Level 1.

2. Observe the Dollar Amount for the line that has been created automatically in this section

of the document is $235,000; the sum of the three lines on Level 3 with the same

Department, Appr Unit, and Fund.

Budget FY

Fund Department Appr Unit Dollar Amount Increase/Decrease

2015 107 1010000 $235,000.00 Increase

From 110 1 Total: 1

Event Type

BGO1
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F. Load Constraints
1. Click Header Panel.
2. Click Load Constraints at the bottom of the Header Screen.

__ Hoader =ic)
Transaction Date: ||
Budget FY:
Figcal Year:
Period:
Start Date: | 07/01/2014 /|
End Date: | 06/30/2016 /|
Created By: Student?
Created On: 04/05/2015
Modified By: Student?
Modified On: 04/05/2015
] save | 0 unde Load Gonstraints

3. Inthe Document Navigation Panel, click Dept Expense 93: Level 3 Controls.
4. Observe the Constraint ID information and Edit Grid option.

13 Control — =

Constraint ID Name Violation Action

24 Current Budget 1 o Action a oW
13 Accrued Available to Expend Only No Action an ]
61 Available To Obligate Only No Action an i)
&0 Available To Commit Only No Action a ‘@
5 Available To Obligate Only Require Override an @
29 Reimbursement Constraint #3 No Action an i}
1 Available To Commit Only No Action & i

From 110 7 Total 7

E. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

3. Click Home to return to the Home Page.

4.3. Amend Operating Budgets

Departments may need to amend operating budgets based on updates and changes to forecast data.
Modification, or amendment, of a departmental operating budget requires the creation and submission
of the same budget document type that was used to create the budget line. For example, if the
department uses budget structure 91 then the document used to create the budget line is the BGE91.
On the document budget lines, the Line Action is changed to Modify and the event type selected is
BGO03, Amend an Expense Budget.
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When a budget line is amended, the Increase/Decrease field needs to be set so that the dollar amount
entered is either added to or subtracted from the current budget amount. This value represents the
change in budget amount and is different than accounting documents where a new value is entered.

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-007 (Amend Departmental Budgets) and represented by Figure 9
below.

1. Departments will forecast departmental budget requirements for budget amendments.

2. Departments will enter the amended budget and allotment data based on forecasted
budget. Departments will amend the budget at a lower level than the appropriation budget
but will not exceed appropriation budget amounts. Departments will validate funding
sources, budget fiscal year and departmental budgeting Chart of Accounts

3. A department approver reviews and validates the amendments. If rejected, the budget
documents will return through workflow to Step 2.

4. Amended budget documents will be submitted and budget structure updated once
departmental approver approves the budget documents.

Figure 9: Amend Department Expense Budget (BC-TB-007)

Approved? End

Step 2
Step 1 Enter Budget
Budget Forecasting amendment Review
(Amendment) document Budget
/77

-

AcTivity 4.3
Amend an Operating Budget

Scenario

Your department needs to amend its operating budget based on the forecasted department
requirements. You are responsible for creating the BGE93 document in AFIS to amend the budget lines
using budget structure 93 to record at the Object Class level; Level 3 in the budget structure.

Setup
v User is logged into the AFIS Home Page.

71




Steps

AFIS | Budgetary Control

A. Navigate to the Document Catalog.

Nous~wDN

In the Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGE93.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

Click Create. The budget document opens.

B. Complete the Dept Expense 93: Level 3 section.

=

© o NDU R BN

Click Insert New Line. The Action defaults to New.

Change the Action to Modify.

In the Event Type field, enter BG0O3, Amend an Expense Budget.

In the Dollar Amount field, enter 5000.

Observe the default Increase/Decrease action is Increase.

In the Fund field, enter 8000.

In the Dept field, enter the data from your student data card.

In the Appr Unit field, enter the data from your student data card.
In the Division field, enter the data from your student data card.

10. In the Object Class field, enter 7000.
11. In the Description field, enter Training budget amendment.
12. Click the Smart Budget Rollup button.
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13. Click Save.

WAFIS

Jump o ESUMB3LS g|ﬂ P rome 2 Personaize (N Accessiity [ Appte . About| (]

Welcome, Student 7

Department Expense — Division(BGE9S3) | Dept: 107 1D: 201500000006 Ver.: 1 Function: New Phase: Draft -

Procurement = Budgefing = Accounis Receivable = Accounts Payable

Header
Dept Expense 93: Level 1 Total Lines: 1
Dept Expense 93: Level 1 Controls  Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 1
Dept Expense 93: Level 2 Controls  Total Lines: 0
D D L e ——————————————————
4,
Action: m Reservation Type: i\
Event Type: BGO1 &*| Budget FY: | 2015
Name: Fiscal Year: 2015
Start Date: | 07/01/2014 Period: | 10
End Date: | 08/30/2016 Fund: | 5000 &
N Dollar Amount: | $5000.00 Department: | 107 &*|
IncreaseiDecrease: [increase || Appr Unit: | 1070000 |
Division: | 107 &
Object Class: | 7000 &
Contact: &
Contact Name:
Description: | Training budget amendment W
A save | “J Undo | [24 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid Periorm Budget Rollup | Smart Budget Rollup ‘
Dept Expense 93: Level 3 Controls  Total Lines: 0 |
[ copy | Vaidate | | 3 submt| | [ Discara | & prnt | | Processing | | workfiow = | | e | | E3 close |

C. Create the rest of the amended budget lines.

1. Atthe top of the section, click the Copy Line icon.

At the bottom of the section, click the Insert Copied Line button.
In the Dollar Amount field, enter 2500.

In the Object Class field, enter 6000.

Click the Smart Budget Rollup button.

Click Save.

o vk wnN

From 1 to 2 Total: 2

Budget FY Fund Department Appr Unit Division Object Class Dollar Amount Increase/Decrease Event Type
2015 3000 107 1070000 107 Tooo $5,000.00 Increase BGO1 @
2015 8000 107 1070000 107 G000 5$2,500.00 Increase BGO1 ]

D. Review the rollup amounts in Level 1 of the budget document.

1. Inthe Document Navigation Panel, click Dept Expense 93: Level 1.

2. Observe the Dollar Amount for the line that has been created automatically in this section

of the document is $7,500; the sum of the three lines on Level 3 with the same

Department, Appr Category, and Fund.

Header

Budget FY Fund
2015 8000 107

Department Appr Unit Dollar Amount

1070000 $7,500.00 Increase

From 1 te 1 Total: 1

Increase/Decrease

Event Type

BGO1 By i
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E. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

Click Home to return to the Home Page.

4.4. Transfer Operating Budgets

When budget authority needs to be transferred from one budget line to another, a pair of balancing
transfer in and transfer out lines must be created on a budget document. The event type entered on the
budget line tells AFIS to perform a transfer. For the transfer out, the Line Action is Modify, and for the
transfer in, the Line Action can be either New, which establishes a budget, or Modify, which modifies an
existing budget. The Event Types are listed below:

= Event Type BGO7 — Transfer Out an Expense Budget
= Event Type BG06 — Transfer In and Expense Budget

It is important to note that when budget amounts are transferred out, the Increase/Decrease field is set
to Increase which will subtract the dollar amount entered from the specified budget line. When budget
amounts are transferred in, the Increase/Decrease field is again set to Increase which will add the
amount to the new or existing budget line.

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-008 (Transfer Departmental Budgets) and represented by Figure
10 below.

1. Departments identify a need to transfer budget authority.
2. The department will load the budget document to transfer departmental budget authority.
AFIS will enforce that the Transfer Out and Transfer In amounts match.
3. A department approver reviews and validates the transfer. If rejected, the document will
route through workflow to step 2.
4. Transfer budget documents will be submitted and budget structure updated once
departmental approver approves the budget documents.
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Figure 10: Transfer Department Expense Budget (BC-TB-008)

Approved? End

Step 2
denti Step:! Enter Budget U
Identify requirement transfer document Review
For Budget Transfer Budget

_

Activity 4.4
Transfer an Operating Budget

Scenario

Your department needs to transfer an operating budget line based on the forecasted department
requirements. You are responsible for creating the BGE93 document in AFIS to transfer the budget lines
using budget structure 93 to record at the Object Class level; Level 3 in the budget structure.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGE93.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

No vk~ wnN

Click Create. The budget document opens.

B. Complete the Dept Expense 93: Level 3 section.

1. Click Insert New Line. The Action defaults to New.

Change the Action to Modify.

In the Event Type field, enter BGO7, Transfer Out an Expense Budget.
In the Dollar Amount field, enter 25000.

Observe the default Increase/Decrease action is Increase.

In the Fund field, enter 8000.

In the Dept field, enter the data from your student data card.

In the Appr Unit field, enter the data from your student data card.

O N U AW
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9. Inthe Division field, enter the data from your student data card.
10. In the Object Class field, enter 7000.

11. In the Description field, enter Training budget.

12. Click the Smart Budget Rollup button.

13. Click Save.

MAFIS Jump to ESUMa3L3 ﬁlﬂ A Home ﬁpersonaize Y Accessiviity |g] AppHeln . About

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

Department Expense - Division(BGE93) | Dept: 107 1D: 201500000006 Ver.: 1 Function: New Phase: Draft j
Header
Dept Expense 93: Level 1 Total Lines: 1
Dept Expense 93: Level 1 Controls Total Lines: 0
Dept Expense 93: Level 2 Total Lines: 1
Dept Expense 93: Level 2 Controls Total Lines: 0
e O O O e D ————————————————————————— |
4.
Action: lm Reservation Type: &l
Event Type: BGOT ﬁl Budget FY: 2015
Name: Fiscal Year: 2015
Start Date: |07/01/2014 m Period: |10
End Date: | 06/30/2016 = Fund: | 8000 &
Dollar Amount: | £25 000.00 Department: | 107 ﬁl
Increase/Decrease: lm Appr Unit: | 1070000 3'
Division: | 107 &
Object Class: | 7000 |
Contact: |
Contact Name:
Description: | Training Budget v
A save | 53 undo | [Z4 Insert New Line | [E.4 Insert Capied Line | E4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup \
Dept Expense 93: Level 3 Controls  Total Lines: 0 |
[ copy | Vaidate | | £ suomt| |G iscara | & Prnt | | Processing | | workiiow ~ | | Fie ~ | | B3 close |

C. Create the Transfer In budget line.

1. At the top of the section, click the Copy Line icon.

2. At the bottom of the section, click the Insert Copied Line button.

3. Change the Action to New.

4. Inthe Event Type field, enter BG06, Transfer In an Expense Budget.
5. In the Dollar Amount field, enter 25000.

6. Inthe Appr Unit field, enter 1000001.

7. Inthe Division field, enter the data from your student data card.
8. Inthe Object Class field, enter 7000.

9. Click the Smart Budget Rollup button.
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10. Click Save.
Mwﬂilﬂi Total Lines: 2 =) []
Budget FY Fund Department Appr Unit Division Object Class Dollar Amount Increase/Decrease Event Type ~
2015 8000 107 1070000 107 7000 $25,000.00 Increase BGOT W
2015 s000 107 1000001 07 7000 $25,000.00 Increase BGOG i)
From 1 to 2 Total: 2
-
Action: [New 4 Reservation Type: ﬁl
Event Type: BG06 | Budget FY: 2015
Name: Fiscal Year: 2015
Start Date: 07/01/2014 B Period: 10
End Date: 06/30/2016 il Fund: 8000 &
Dollar Amount: | $25,000.00 Department: 107 |
Increase/Decrease: |increase |w Ammrttmis | anonnn. Al v
A Save| ¥ Undo| [24 Insert New une| [E4Insert Copied u’ne‘ E4 Edit with Grid Perform Budget Rolup | Smart Budget Rollup
Dept Expense 93: Level 3 Controls Total Lines: 0
D. Review the rollup amounts in Level 1 of the budget document.
1. Inthe Document Navigation Panel, click Dept Expense 93: Level 1.
2. Observe the Dollar Amounts for the lines that have been created automatically in this
section of the document.
Header
Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type
2015 8000 107 1070000 $25,000.00 Increase BGU7 w
2015 8000 107 1000001 $25,000.00 Increase BGOG W
From 1 to 2 Total: 2

E. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed

in the upper left corner of the screen: “Document validated successfully.”
2. Click the Submit button to submit the document to workflow for approval.
Click Home to return to the Home Page.

4.5. Budget Query and Summary Tables

Budget Query Tables

Each budget level has a corresponding query page whose page code is determined by the structure

number, and level, for example, BQ91LV3 for budget structure 91, level 3. Budget query pages list all
budget lines that have been established for the budget structure and level that is indicated in the page

caption on the query. The Chart of Accounts elements and name of each budget are displayed and
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searchable. Budget query pages also display budget tracking amount fields associated with the selected
budget as well as non-budgetary information that pertains to the selected budget.

For each standalone budget tracking amount field (those directly updated by accounting and budget
documents) users can access field details and transaction details. The field details, accessed by clicking
directly on the label for the bucket, show the actual bucket amount and totals for how much is pending
for the bucket for both increases and decreases. The Magnifying Glass icon to the right of each bucket
opens a window where transaction documents, which have updated the budget bucket, are listed. Each
record has a link to allow the document to be opened. The Download link, found just below the grid of
documents, will create an Excel file of all documents for the budget amount being investigated. That
Excel file can then be saved locally with a name provided by the user. When the Detailed Transaction
Listing window is closed, the user is returned to the transaction details.

For each calculated budget tracking amount field, users can access the formula, which drives the

calculation.

Jump to:; BAG1LV3 ﬁﬂ @Hume &Persunaﬁze @Accassihi\'ﬁy |EAppHEIp T About @

Procurement Budgeting Accounts Receivable Accounts Payable

Level 3

Training - Financial Dept Expense 91:

Message Center

= Search

Page Search BEY Dept ACE‘;% Fund A_U%% Div Bureau Current Budget Encul::leb-ered Encumbered Exj::l‘;l::les Uncommitted Unobligated
Document Catalog + 2015 GFA GFS7000 1000 GFS7000 FOD 2C04 $1,000,000,000.00 0.00 20.00 $0.00  %1,000,000,000.00 S1,000,000,000.00
Report Search 2015 LLA  LL44444 1000 LL44444 1000 2222 §10,994,999.00 0,00 50.00 50.00 §10,994,999.00 $10,994,999.00
History 2015 LLA LL55555 1000 LL55555 1000 2222 %1,905,000.00 0,00 50.00 50.00 %1,805,000.00 §1,805,000.00
2015 LLA  LLT7T7 1000 LL7F777 1000 2222 £500,000.00 0.00 0.00 0.00 £500,000.00 £500,000.00
Favorites
2015 LLA  LL&1111 1000 LL81111 2000 2222 £100,000.00 0.00 0.00 0.00 £100,000.00 £100,000.00
Administration Firet Prev Next Last
Search ¥k

w Budget Actuals
Purchase Reservations : g p Uncommitted : 51 000,000,000.00
J Pre-Encumbered : 00 Unobligated : 51 000,000,000.00
Unexpended Cash : g1 goo,000,000.00

Unexpended Accrued : 54 gpg,000,000.00

Encumbered : g g
Accrued Expenses : g
Cash Expenses: gq00
Actual Expenses : ¢ g

Ll o ol o

» Budgeted Amounts

b General Information

Top

- Modified Budget Line Controls - Previous Level # Next Level

Budget inquiry pages often have links at the bottom of the page which allow the following:

= Previous Level — Takes the key of the selected budget line and searches for its parent
budget line at the next highest budget level

= Next Level — Takes the key of the selected budget line and searches for its children budget
line(s) at the next lowest budget level
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= Modified Budget Line Controls — Opens a page to display any system, budget level, or fund
level budget constraints and guidelines modified for a budget line. If nothing is shown, the
budget line uses controls set at these higher levels in compliance with the Inheritance Rules
field on the Budget Structure table

= Allotments — Opens a page where any allotments defined for a budget line are listed. Many
of the same buckets are displayed on a budget line are also displayed for allotments

= Linked Revenues — Opens a page that displays all linked revenue budget lines linked to an
expense budget line

= Supported Expense Budgets — Opens a page that displays all linked expense budget lines
linked to a revenue budget line

Budget Summary Query Tables

Each expense budget structure has at least one summary table available for queries. The lowest
required level of an expense budget structure has a summary table. In addition, budget structure 95 has
several summary tables for lower optional levels. Expense summary tables use the code structure
ESUM##L# where the first number is the budget structure and the second number is the level that is
summarized. For example, ESUM93L3 is the page code for Budget Structure 93 Level 3.

Summary pages include two grid sections that can be searched. The first grid presents summarized data
for the BFY and COA values entered in the browse fields. In the absence of a wildcard or comma
separated values, the first grid will have only one record. The second grid presents summarized data for
the selected value in the Detail drop down field.

At the bottom of the summary page is a link that will take the user to the budget level being summarized
while performing a search on that budget level for all records that match the COA of the record selected

in the second grid.

Jump to] ESUMEALa @ﬂ @ tome SO Personaize () Accessivity [ AppHelp . About

Welcome, Student 7 Procurement | Budgefing = Accounts Receivable | Accounis Payable

Training - Financial Budget Structure 93 Level 3 ESUM

Message Center

= Search Browse Clear
Page Search BFY : 2045
Document Catalog Fund : 1pg0
Report Search Department :
A Unit :
History ppr fini
Div :
Favorites
Obj Class:
E Administrati
[F Administration e 1l—il

ObjClass Current Budget Pre-Encumbered Encumbered Actual Expenses Uncommitted Unobligated

=]
<

BFY Fund Department Appr Unit
«~ 2015 1000 $1,010,000.00 $0.00 50.00 5$8,870.00 51001,130.00 $1,001,130.00

First Prev Nexi Last

=

BFEY Fund Department ApprUnit Div ObjClass Current Budget Pre-Encumbered Encumbered Actual Expenses Uncommitted Unobligated

«~ 2015 1000 AAA $1,010,000.00 £0.00 50.00 53,870.00 51,001,130.00 $1,001,130.00

First Prev Nexd Last

& Dept Expense 93: Level 3
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AcTivity 4.5
Perform a Budget Query

Scenario
You want to look at the numbers for your department’s budget using the query and summary pages.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Review the expense budget summary page for Budget Structure 93 Level 3.

In the Jump to field, enter ESUM93L3.

Click Go. The Budget Structure 93 Level 3 ESUM page opens.

In the Dept field, enter the data from your student data card.

In the Appr Unit field, enter the data from your student data card.
In the Fund field, enter 8000.

In the Detail drop down menu, select Object Class.

Click Browse.

MAFIS Jump to: ﬁ\ﬂ B Home fﬂmnnah:a @ Accessivility [g] App Help ., About

Welcome, Tiffany Franks Procurement | Budgefing | Accounts Receivable | Accounts Payable

Nou s wNe

g1 - Financial Budget Structure 93 Level 3 ESUM
[ Message Center P —
Search Browse Clear
History BFY:2015
Favorites Fund :
Admiistrats Department :
ministration Appr Unit :
Div:
Obj Class :
Detail
BFY
Fund
BEY FuDepartment it Div ObiClass CurentBudget Pre-Encumbered Encumbered Actual Expenses Uncommitted  Unobligated
v 2015 S'fv“’;i”ﬂ‘m‘”" Unit 5136,034,935 55 5000 $539,00000 522960384 513526633161 513526633161
First Prev Ne{Object Class

BFY Fund Department ApprUnit Div ObjClass CurrentBudget Pre-Encumbered Encumbered Actual Expenses Uncommitted Unobligated

+ 2015 100 $1,182,000.00 S00D  $16,000.00 S7560.00 $1.158,44000 $1,158,440.00
205 101 $1,242,500.00 5000  $16,000.00 $7.060.00 51.219.44000 $1.219,440.00

2015 102 $1,000,000.00 $0.00 $1,000.00 S000  §999.000.00  5899,000.00

2015 103 $1,000,000.00 5000  $17,000.00 $1,060.00 $981,940.00 $961,540.00

2015 104 $1,242,500.00 5000  $17,000.00 $7,060.00 51,215,44000 $1,218,440.00

2015 108 $1,242,500.00 $00D  $17,000.00 S7.080.00 51.218,44D.00 §1.215,440.00

2015 106 $1,152,500.00 $00D  $17,000.00 S7.060.00 51,126,440.00 $1,125,440.00

1 2015 107 $1,242,500.00 $00D  $17,000.00 S7.060.00 51.216,440.00 §1.215,440.00
205 108 $1,242,500.00 5000  $17,000.00 512,530.00 51,212,970.00 $1,212,570.00

2015 109 $1,242,500.00 500D $17,000.00 S7.080.00 51.218,44D.00 §1.218,440.00

First Prev Next Last

o Dept Expense 93: Level 3

8. Observe the records returned in two grids at the bottom of the page.
9. Click Home to return to the Home Page.
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Lesson Summary

In this lesson, you:

= |dentified the available department operating budget structures
= Established a departmental operating budget

= Amended a departmental operating budget

= Transferred a departmental operating budget

= Researched a department operating budget structure

Check Your Progress

1. All of the following are departmental budget structures except

Bureau
Unit
Balance Sheet Account

Q 0o T W

Division

2. When modifying a budget line the Line Amount entered overwrites the previous budget line

amount.
a. True
b. False
3. When performing a budget transfer, Transfer Out uses a(n) action and Transfer In uses
a(n) action.
a. Increase...Decrease
b. Decrease...Decrease
c. Decrease...Increase
d. Increase...Increase
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5. Revenue Budgets

Learning Objectives

In this lesson, you will:

= Establish a departmental revenue budget
= Amend a departmental revenue budget

= |dentify the query pages used to research revenue budgets
Lesson Overview

Revenue budgets are maintained for cash flow tracking and budget reporting purposes. Arizona will not
be establishing centralized revenue budgets for tracking and reporting, departments will create their
own revenue budgets. This lesson reviews the process for establishing and amending revenue budgets
for a department.

5.1. Establish Decentralized Revenue Budgets

Departmental revenue budgets are recorded using Budget Structure 94, which has three levels of detail.
Only the first level is required when creating budget lines and only level 1 has an Allotments section
which is optional for Departments. The document used to create and modify budget lines in Budget
Structure 94 is the BGR94. There are no constraints in place for revenue budgets, there are no limits
placed on revenue.

Budget Structure 94

Lv1 Fund Department Revenue Class
LvV2 Fund Department | Revenue Class | Revenue Src
LV3 Fund Department | Revenue Class | Revenue Src Department Revenue Source

The valid event types on the BGR94 document are listed in Table 7 below:

Table 7: Revenue Budget Structure Event Types

Event Type | Name

BGO08 Deactivate Budget Line
BGO09 Activate Budget Line

BG10 Delete Budget Line

BG21 Estimate Expected Revenue
BG23 Adopt a Revenue Budget
BG25 Amend a Revenue Budget
BG28 Transfer a Revenue Budget
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State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-009 (Create Revenue Budgets) and represented by Figure 11
below.

1. Departments will forecast for departmental revenue outlook.
2. Departments will create revenue budget in AFIS based on forecasted budget. Departments
will validate for funding source and revenue source.
3. A department approver reviews and validates the department’s revenue forecasts. If the
document is rejected, the budget document will return through workflow to Step 3.
4. |If approved, the departmental budget document will be submitted and budget structure
updated.

Figure 11: Create Revenue Budgets (BC-TB-009)

Approved? End

Step 2
Enter Budget
document

__/-ﬁ\

Step 1

Review
Budget Forecasting

Budget

AcTivity 5.1
Create a Revenue Budget

Scenario

Your department is ready to establish its revenue budget based on the forecasted department
requirements. You are responsible for creating the BGR94 document in AFIS to establish the budget lines
using budget structure 94 to record at the Department Revenue Source level; Level 3 in the budget
structure.

Setup
v User is logged into the AFIS Home Page.
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A. Navigate to the Document Catalog.

Nous~wDN

In the Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGR94.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

Click Create. The Department Revenue budget document opens.

wAFIs Jump to] ESUME3L3 3\ﬂ P Home P Personaize X Accessiity | AppHep . About

Dept Rev - Dept Rev Source(BGR94)

Procurement Budgetfing Accounts Receivable Accounts Payable

Dept: 107 ID: 201500000005 Ver.: 1 Function: New Phase: Draft -

w
Transaction Date: ||
Budget FY:
Fiscal Year:
Period:
Start Date: /|
End Date: B
Created By: Student?
Created On: 04/05/2015
Meodified By: Studeni?
Modified On: 04/05/2015
A save | | 0 undo Load Constraints
Dept Revenue 94: Level 1 Total Lines: 0
Dept Revenue 94: Level 1 Controls Total Lines: 0
Allotments Total Lines: 0
Dept Revenue 94: Level 2 Total Lines: 0
Dept Revenue 94: Level 2 Controls Total Lines: 0
Dept Revenue 94: Level 3 Total Lines: 0
Dept Revenue 94: Level 3 Controls Total Lines: 0

b Gopy‘ Vaidate| Ed Subm't| [ Discard| & Prim| Processing ™ Workllow" Fie~ | B3 Glose|

B. Complete the Dept Revenue 94: Level 3 section.

=

LNV R WN

Click Insert New Line. The Action defaults to New.

In the Event Type field, enter BG23, Adopt a Revenue Budget.

In the Dollar Amount field, enter 25000.

Observe the default Increase/Decrease action is Increase.

In the Fund field, enter 1000.

In the Department field, enter the data from your student data card.
In the Revenue Class field, enter 4600.

In the Revenue field, enter 4632.

In the Dept Rev field, enter 4632PP.

10. In the Description field, enter Training revenue budget.
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11. Click the Smart Budget Rollup button.
12. Click Save.

SAFIS

Welcome, Student 7

Jump to] ESUMa3LE 3|ﬂ @ Home ¥ Personaize (] Accessivity [g] AppHep . About | [G]

Procurement Budgeting Accounts Receivable Accounts Payable

Dept Rev - Dept Rev Source(BGR94) | Dept: 107 ID: 201500000005 WVer.: 1 Function: New Phase: Draft -
Header
Dept Revenue 94: Level 1 Total Lines: 1
Dept Revenue 94: Level 1 Controls Total Lines: 0
Allotments. Total Lines: 0
Dept Revenue 94: Level 2 Total Lines: 1
Dept Revenue 94: Level 2 Controls Total Lines: 0
e L e O e ————————————————————————
Dept Revenue 94: Level 3 n ~
Action: [flew | w] Budget FY: | 2015
Event Type: BG23 $| Fiscal Year: 2015
Name: Period: |10
Start Date: Fund: | 1000 &
L End Date: Department: | 107 a&|
Dollar Amount: | $25,000.00 Revenue Class: | 4500 &*|
Increase/Decrease: [Increase . Revenue: | 4632 &
DeptRev: |4g3zpp 4|
Contact: &
Contact Name:
Description: | Training revenue budget
[v]
H save | 3 undo | [24 Insert New Line ‘ |24 Insert Gopied Line | Eé Edit with Grid Perform Budget Rollup ‘ Smarl Budget Rollup ‘
Dept Revenue 94: Level 3 Controls Total Lines: 0 ‘
@(}nw‘ Vai‘]aie‘ 3] Suhm'l| I}Discam‘ @Print‘ Processing = Wmlmuw'l File = Bclnse‘

C. Create the rest of the revenue budget lines.

85

1. Atthe top of the section, click the Copy Line icon.

At the bottom of the section, click the Insert Copied Line button.
In the Dollar Amount field, enter 32000.

In the Fund field, enter 1000.

In the Dept Rev field, enter 4632IG.

Click the Smart Budget Rollup button.

Click Save.

Nou ks~ wnN

| DeptRevenuedd:leveld  Towtwesz o =8
~
=
Action: [llew | v] Budget FY: 2015
Event Type: |BG23 &*| Fiscal Year: 2015
Name: Period: |10
Start Date: Fund: 1000 &
End Date: Department: 107 &
Dollar Amount: | $25,000.00 Revenue Class: 4600 &
Increase/Decrease: Revenue: | 4632 ﬁ\
DeptRev: 4632pp | 4R/
Contact: 4|
v
P
Fl save | % undo|  [Etinsert New Line | | By Inserl Copied Line | | 4 Edi with Giid Perform Budgel Rolup | | Smart Budget Rolup |
Dept Revenue 94: Level 3 Controls  Total Lines: 0 |
(% copy | Vaidate | | £ suomit | | [ Discard | & Piint | | Processing = | | workfiow = | | Fie~ | | 3 close |
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E. Complete the Allotments section.
1. Click Insert New Line 12 times to add 12 blank lines.

Lo N R WN

N N NNNNRRRRRRRRP R R
Uu D W NPEFP O OOWLONO LD WNPEL O

26.

In the first line, click the cell under Period.
In the Period field, enter 1 and press tab.

The Allotment Amount field is selected. Enter 2,000, press tab 3 times.

In the second row, Period field, enter 2, and press tab.

The Allotment Amount field is selected. Enter 2,000, press tab 3 times.

In the third row, Period field, enter 3, and press tab.

The Allotment Amount field is selected. Enter 2,000, press tab 3 times.

In the fourth row, Period field, enter 4, and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the Fifth row, Period field, enter 5 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the sixth row, Period field, enter 6 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the seventh row, Period field, enter 7 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the eighth row, Period field, enter 8 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the ninth row, Period field, enter 9 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the tenth row, Period field, enter 10 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the eleventh row, Period field, enter 11 and press tab.

. The Allotment Amount field is selected. Enter 2,000, press tab 3 times.
. In the twelth row, Period field, enter 12 and press tab.

The Allotment Amount field is selected. Enter 3,000, press tab 3 times.

D. Review the rollup amounts in Level 1 of the revenue budget document.

1.

In the Document Navigation Panel, click Dept Revenue 94: Level 1.

Observe the Dollar Amount for the line that has been created automatically in this section
of the document is $57,000; the sum of the two lines on Level 3 with the same Fund,

Department, and Revenue Class.

Budget FY Fund Department Revenue Class Dollar Amount Increase/Decrease

2015 1000 107 4500 $57,000.00 Increase

From 1 te 1 Total: 1

Event Type

BGZ3 ]

E. Validate and submit the document.

1.

Click the Validate button to check for errors. If any errors exist, correct the errors then click

the Validate button again. If the validation is successful, the following message is displayed

in the upper left corner of the screen: “Document validated successfully.”
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2. Click the Submit button to submit the document to workflow for approval.
3. Click Home to return to the Home Page.

5.2. Amend Decentralized Revenue Budgets

When departments need to increase or decrease their revenue budget based on updated forecasts,
amendments are created using the same document used to create the budget lines, the BGR94. On the
document budget lines, the Line Action is changed to Modify and the event type selected is BG25,
Amend a Revenue Budget.

When a budget line is amended, the Increase/Decrease field needs to be set so that the dollar amount
entered is either added to or subtracted from the current budget amount. This value represents the
change in budget amount and is different than accounting documents where a new value is entered.

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-010 (Amend Revenue Budgets) and represented by Figure 12
below.

1. Departments will determine a need to amend revenue budgets.
2. The department will enter the amendment data based on forecasted budget. Departments
will validate for funding source and revenue source.
3. A department approver reviews and validates department’s revenue forecasts. If rejected,
the budget documents will return through workflow to Step 2.
4. |If approved, the amended budget document will be submitted and the budget structure
updated.

Figure 12: Amend Revenue Budgets (BC-TB-010)

Approved? End

Step 2
Enter Budget
amendment Review

document Budget

__/7—1\

Step 1
Budget Forecasting
{Amendment)
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5.3. Revenue Budget Query and Summary Tables

There are three levels in Budget Structure 94, each level has its own query page used to view balance
information for each established revenue budget line. The revenue budget query pages are:

= BQ9%4LV1

= BQ94LV2

= BQ94LV3
There are two summary tables available for budget structure 94. The revenue budget summary tables
are:

= RSUM94L1

= RSUM94L3

Lesson Summary

In this lesson, you:

= Established a departmental revenue budget
= Amended a departmental revenue budget

= |dentified the query pages used to research revenue budgets

Check Your Progress

1. The State of Arizona limits revenue to a pre-determined amount.

a. True
b. False
All budget documents are processed to final upon submission.

c. True
d. False

2. One available summary table for Budget Structure 94 is:

a. RSUM94L1
b. RSUM94L2
c. RSUMS93L3
d. RSUM94L4
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6. Cost Structure Expenditure Budgets

Learning Objectives

In this lesson, you will:

=  Establish a cost structure expenditure budget
= Amend a cost structure expenditure budget
= Transfer a cost structure expenditure budget

= |dentify the query pages used to research cost structure budgets

Lesson Overview

Cost Structure budgets are used to define a budget for a particular project or grant based on a
forecasted timeline that relies on either the Phase or the Period. Cost Structure budgets operate in pairs
that utilize an expenditure structure and a reimbursement structure. This lesson reviews the process of
establishing, amending, and transferring Cost Structure expenditure budgets in AFIS.

6.1. Establish Cost Structure Expenditure Budgets

Cost Structure expenditure budgets allow for the tracking of both revenue and expenses associated with
a project or grant while reimbursement budgets allow for the tracking of any matched or reimbursed
funds associated with the spending on a project. For each structure, one document code is used to
create, amend, and transfer budget amounts.

The Program Phase Cost Structure consists of the following structure and associated document:

=  Structure 37 — BGPHE document, Program Phase Budget

The Program Period Cost Structure consists of the following structure:

=  Structure 38 — BGPDE document, Program Period Budget

The expenditure cost structures, 37 and 38, have 3 levels each, all of which are required for validation.

Cost Structure 37

Lv1 Dept Mjr Prog

Lv2 Dept Mjr Prog Prog

LVv3 Dept Mijr Prog Prog Phase
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Cost Structure 38

Lv1 Dept Mjr Prog

Lv2 Dept Mijr Prog Prog

LV3 Dept Mijr Prog Prog | Prog Period

The valid event types on the BGPHE and BGPDE documents are listed in Table 8 below:

Table 8: Cost Structure Event Types

Event Type | Name

BGO1 Adopt an Expense Budget

BGO3 Amend an Expense Budget
BGO06 Transfer In an Expense Budget
BGO7 Transfer Out an Expense Budget
BGO0S8 Deactivate Budget Line

BGO09 Activate Budget Line

BG10 Delete Budget Line

BG21 Estimate Expected Revenue
BG22 Award Reimbursable Budget

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-011 (Create Cost Structure Expenditure Budgets) and
represented by Figure 13 below.

1. Departments will forecast for cost structure budget requirements.
2. Departments will enter the cost structure budget data based on forecasted amount.
Departments will validate funding sources and the cost structure Chart of Accounts.
3. Adepartment approver will review and validate the cost structure budget. If rejected, the
budget documents will return through workflow to Step 2.
4. |If approved, the cost structure budget document will be submitted and the budget
structure updated.

90



AFIS | Budgetary Control

Figure 13: Create Cost Structure Expenditure Budgets (BC-TB-011)

Approved? End

Step 2

Step 1 . Enter Cost Structure
Budget Forecasting Budget document Dept
anning; pprover
{Planning) A

ﬁ

AcTiviTy 6.1
Create a Cost Structure Expenditure Budget

Scenario

Your department is ready to establish a Cost Structure expenditure budget based on the forecasted
department requirements. You are responsible for creating the BGPDE document in AFIS to establish the
budget lines using budget structure 38 to record at the Program Period level; Level 3 in the budget
structure.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGPDE.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

o vk wnN
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7. Click Create. The budget document opens.

wAFIs Jump to: ESUMS3L3 3|ﬂ P Home & Personaize (] Accessiity |gl Apptiep < About| (]

‘Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payabie

‘Grant Budget(BGPDE) Dept: 107 ID: 201500000013 Ver.: 1 Function: New Phase: Draft -

Start Date:
End Date:
Transaction Date:
Fiscal Year:
Period:
Created On: 04/05/2015
Created By: Student?

Modified On: 04/05/2015

Maodified By: Student?

H save | “3 Undo Load Constraints

Major Program Budget Total Lines: 0
Major Program Budget Controls Total Lines: 0
Program Budget Total Lines: 0
Program Budget Controls Total Lines: 0
Program Period Budget Total Lines: 0
Period Budget Controls Total Lines: 0

5] an‘ Vair]aie| Ed 5ub|lit| [ Dis:aru| @Frint‘ Processing ™ Worlmuw" File ™ ﬂclnse‘

B. Complete the Header section of the Cost Structure budget document.

1. Inthe Start Date field, enter the data from your student data card.

In the End Date field, enter the data from your student data card.

In the Transaction Date field, enter today’s date, or leave blank for default.
In the Fiscal Year field, enter the current FY, or leave blank for default.

vk wN

In the Period field, enter the current period, or leave blank for default.

| Header e

Start Date: | 07/01/2014

End Date: | 06/30/2016

Transaction Date: ||
Fiscal Year:
Period:

Created On: 04/05/2015
Created By: Student?
Modified On: 04/05/2015

Modified By: Student?

6. Inthe Document Navigation Panel, click Program Period Budget.

C. Complete the Program Period Budget section.

1. Click Insert New Line. The Action defaults to New.

In the Event Type field, enter BG0O1, Adopt an Expense Budget.
In the Dollar Amount field, enter 4000.

Observe the default Increase/Decrease action is Increase.

W
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In the Department field, enter the data from your student data card.

In the Major Program field, enter the data from your student data card.
In the Program field, enter the data from your student data card.

In the Program Period field, enter the data from your student data card.
In the Description field, enter Training project budget.

10. Click the Smart Budget Rollup button.

11. Click Save.

©® N Ww

MAFIS Jump to; ESUME3L3 &\ﬂ @Hume C&Persuna'ﬂze @Access'\bﬁw EADDHETD T’ About

Procurement Budgeting Accounts Receivable Accounts Payable
‘Grant Budget(BGPDE) Dept: 107 ID: 201500000013 Ver.: 1 Function: New Phase: Draft -

Header

[+

Major Program Budget Total Lines: 1
Major Program Budget Controls Total Lines: 0
Program Budget Total Lines: 1
Program Budget Controls Total Lines: 0

=

=
Action: INew o Reservation Type: 3|
Event Type: |BGO1 & Figcal Year: | 2015
Name: Period: 10
g startDate: 07012014 | [ Department: | 107 &
End Date: 06/30/2016 /| Major Program: | BUDGET ﬁl
Dollar Amount: | $4,000.00 Program:  BUDGET1 3'
Increase/Decrease: Im Program Period: | PPCOA 3|
Contact: k|
Contact Name:
Description: | Training project budget W
H save | 5 Undo | [24 Inser New Line ‘ [El4 Insert Gopied Line | 54 Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Period Budget Controls Total Lines: 0 |
[ Gopy | vaidate | [ E3 Submit | | 3¢ Discard | & Fiint ] | Processing | | Workfiow | [ Fie | [ E3 Close |

D. Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

3. Click Home to return to the Home Page.

6.2. Amend Cost Structure Expenditure Budgets

Departments may need to amend Cost Structure expenditure budgets based on updates and changes to
forecast data. Modification, or amendment, of a cost structure expenditure budget requires the creation
and submission of the same budget document type that was used to create the budget line. For
example, if the department uses budget structure 37 then the document used to create the budget line
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is the BGPHE. On the document budget lines, the Line Action is changed to Modify and the event type
selected is BGO3, Amend an Expense Budget.

When a budget line is amended, the Increase/Decrease field needs to be set so that the dollar amount
entered is either added to or subtracted from the current budget amount. This value represents the
change in budget amount and is different than accounting documents where a new value is entered.

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID BC-TB-012 (Amend/Transfer Cost Structure Expenditure Budgets) and
represented by Figure 14 below.

1. Departments will forecast for cost structure budget amendments.

2. Departments will enter the cost structure budget amendment based on forecasted
amount. Departments will validate funding sources and the cost structure Chart of
Accounts.

3. Adepartment approver will review and validate the cost structure budget amendment. If
rejected, the budget documents will return through workflow to Step 2.

4. |If approved, the amendment document will be submitted and the budget structure
updated.

Figure 14: Amend/Transfer Cost Structure Expenditure Budgets (BC-TB-012)

Approved? End

Step 2

Enter Cost Structure

Budget amendment Dept
document Approver

e

Step 1
Budget Forecasting
{Amendment)

-—

6.3. Transfer Cost Structure Expenditure Budgets

When budget authority needs to be transferred from one budget line to another, a pair of balancing
transfer in and transfer out lines must be created on a budget document. The event type entered on the
budget line tells AFIS to perform a transfer. For the transfer out, the Line Action is Modify, and for the
transfer in, the Line Action can be either New, which establishes a budget, or Modify, which modifies an
existing budget. The Event Types are listed below:

= Event Type BGO7 — Transfer Out an Expense Budget
= Event Type BG06 — Transfer In and Expense Budget
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It is important to note that when budget amounts are transferred out, the Increase/Decrease field is set
to Increase which will subtract the dollar amount entered from the specified budget line. When budget
amounts are transferred in, the Increase/Decrease field is again set to Increase which will add the
amount to the new or existing budget line.

6.4. Cost Structure Budget Query Tables

There are three levels in Budget Structure 37 and 38, each level has its own query page used to view
balance information for each established cost structure budget line. The cost structure budget query
pages are:

= BQ37LV1
= BQ37LV2
= BQ37LV3
= BQ38LV1
= BQ38LV2
= BQ38LV3

There are no Summary Query tables for Cost Structures.

Lesson Summary

In this lesson, you:

= Established a cost structure expenditure budget
=  Amended a cost structure expenditure budget
= Transferred a cost structure expenditure budget

= |dentified the query pages used to research cost structure budgets

Check Your Progress

1. Cost structure expenditure budgets are used to track expenses and revenue for a department by

fiscal year.
a. True
b. False
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2. The following budget structure is a valid pair of cost structures:

a 0 T o

3. The Summary query tables for cost structures are available at:

o 0 T W

Cost Structure 37 and 38
Cost Structure 37 and 39
Cost Structure 37 and 40
Cost Structure 38 and 40

Level 1
Level 2
Level 3
None of the above

AFIS | Budgetary Control
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7. Grant Reimbursement Budgets

Learning Objectives

In this lesson, you will:

=  Establish a grant funding reimbursement budget
= Amend a grant funding reimbursement budget
= Transfer a grant funding reimbursement budget

= |dentify the query pages used to research grant reimbursement budgets

Lesson Overview

Cost Structure budgets for Grant Reimbursement are used to define a budget for a particular project
based on a forecasted timeline that relies on either the Phase or the Period. Grant Funding budgets
operate in pairs that utilize an expenditure structure and a reimbursement structure. This lesson reviews
the process of establishing, amending, and transferring Grant Funding Reimbursement budgets in AFIS.

7.1. Establish Grant Funding Reimbursement Budgets

Cost Structure budgets allow for the tracking of both revenue and expenses associated with a project
while reimbursement budgets allow for the tracking of any matched or reimbursed funds associated
with the spending on a project. For each structure, one document code is used to create, amend, and
transfer budget amounts.

The Program Phase Cost Structure consists of the following structure and associated document:

=  Structure 40 — BGPHR document, Program Phase Reimbursable Plan Budget

The Program Period Cost Structure consists of the following structure:

= Structure 39 — BGPDR document, Program Period Reimbursable Budget

The reimbursement cost structures, 39 and 40, have 2 levels each, both of which are required for

validation.
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Lv1 Dept Mjr Prog Prog | ProgPeriod | Fund Profile Fund Priority

Lv2 Dept Mijr Prog Prog | ProgPeriod | Fund Profile Fund Priority Fund Line
Cost Structure 40

Lv1 Dept Mijr Prog Prog Phase | Fund Profile | Fund Priority

Lv2 Dept Mijr Prog Prog Phase | Fund Profile | Fund Priority | Fund Line

The default event type for a Reimbursement budget line is BG22, Award Reimbursable Budget. The valid

event types on the BGPHR and BGPDR documents are listed in Table 9 below:

Table 9: Grant Funding Reimbursable Budget Structure Event Types

Event Type

Name

BG22

Award Reimbursable Budget

State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This

process is referenced in To Be ID BC-TB-013 (Create Grant Funding Reimbursement Budgets) and

represented by Figure 15 below.

1. Departments will forecast for grant reimbursement budget requirements.
2. Departments will enter the grant reimbursement budget data based on forecasted amount.
Departments will validate funding sources and the grant structure Chart of Accounts
3. A department approver will review and validate the grant reimbursement budget. If
rejected, the budget documents will return through workflow to Step 2.
4. |If approved, the grant reimbursement budget document will be submitted and the budget

structure updated.

Figure 15: Create Grant Funding Reimbursement Budgets (BC-TB-013)

Budget Forecasting
(Planning)

Approved?

Step 2

Step 1 Enter Grant Funding Step 3
Reimbursement Dept
Budget document

__/7—1\

Approver

Step 4
Submit

End
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Activity 7.1
Create a Grant Reimbursement Budget

Scenario

Your department is ready to establish a Grant Reimbursement budget based on the forecasted
department requirements. You are responsible for creating the BGPDR document in AFIS to establish the
budget lines using budget structure 39 to record at the Program Period level; Level 2 in the budget
structure.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Navigate to the Document Catalog.

1. Inthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create.

In the Code field, enter BGPDR.

In the Dept field, enter the data from your student data card.
Check the Auto Numbering check box.

Nous~wDN

Click Create. The budget document opens.

wAFIs Jump to: ESUMB3L3 ﬁlﬂ @Hume ﬁPersunalEe @Ac:esslblm i%AppHelp f’ About

Procurement Budgeting Accounts Receivable Accounts Payable

Program Period Reimbursable(BGPDR) Dept: 107 ID: 201500000008 Ver.: 1 Function: New Phase: Draft j
- =NEN
Start Date: =
End Date: /|
Transaction Date: B
Figcal Year:
Period:
Created On: 04/05/2015
Created By: Student?
Modified On: 04/05/2015
Maodified By: Student?
¥
(B save |5 unao | | Load Consivaints |
Program Budget Total Lines: 0
Program Budget Controls Total Lines: 0
Program Period Budget Total Lines: 0
Program Period Budget Controls Total Lines: 0
[ cony | vaidate | [ E1 sumt | [ [ Discara | & prnt | | Processing = | | worktiow = | [ Fie ~ | [ 3 ciose |

99




AFIS | Budgetary Control

B. Complete the Header section of the Grant Reimbursement budget document.

1. Inthe Start Date field, enter the data from your student data card.
2. Inthe End Date field, enter the data from your student data card.
3. Inthe Transaction Date field, enter today’s date, or leave blank for default.
4. Inthe Fiscal Year field, enter the current FY, or leave blank for default.
5. Inthe Period field, enter the current period, or leave blank for default.
gL =
Start Date: | 07/01/2014 =
End Date: 0&/30/2015 =
Transaction Date: /|
Fiscal Year:
Period:
Created On: 04/05/2015
Created By: Student?
Modified On: 04/05/2015
Modified By: Student?
6. Inthe Document Navigation Panel, click Program Period Budget.

C. Complete the Program Period Budget section.

=

L e N R WN

[
w N P O

Click Insert New Line. The Action defaults to New.

In the Event Type field, enter BG22, Award Reimbursable Budget.

In the Dollar Amount field, enter 3600.

Observe the default Increase/Decrease action is Increase.

In the Department field, enter the data from your student data card.

In the Major Program field, enter the data from your student data card.
In the Program field, enter the data from your student data card.

In the Program Period field, enter the data from your student data card.
In the Funding Profile field, enter the data from your student data card.

. In the Funding Priority field, enter the data from your student data card.
. In the Funding Line field, enter the data from your student data card.

. In the Description field, enter Training project budget.

. Click the Smart Budget Rollup button.
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14. Click Save.

%AFIS Jump to] ESUME3L3 3|ﬂ P tome & personaize () Accessiity [g] ApnHei . About

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Program Period Reimbursable(BGPDR) Dept: 107 1D: 201500000008 Ver.: 1 Function: New Phase: Draft - 7 2
Header
Program Budget Total Lines: 1
Program Budget Controls Total Lines: 0
e O B O e ————————————————————————
Program Period Budget ﬂ ~
Action: |New v Reservation Type: 3\
Event Type: BG22 & Fiscal Year: 2015
Name: Period: 10
Start Date: | 07/01/2014 Department: 107 &
End Date: 06/30/2016 Major Program: BUDGET &
Dollar Amount: 33 600.00 Program: BUDGET1 il
Increase/Decrease: |Increase v . @
\ Program Period: PPCO1 &
Funding Year:
Funding Profile: BUDGET ﬁl
Region: &
Funding Priority: | 10 ﬁl
Funding Group: &
Funding Line: | 1 a&*|
Funding Source ID:
Contact: &
Contact Name:
Description: Training project budget v
B save | 53 Undo ‘ [E4 Insert New Line | [E4 Insert Gopied Line: ‘ E4 Edit with Grid Perform Budget Rollup | Smarl Budget Rollup |
Program Period Budget Controls. Total Lines: 0 |
[% copy | Vaidate | | 3 Submit | | (3¢ Discard | & Print | | Processing | | Workfiow = | | Fie ~ | | E3 Giose |

D. Create the rest of the budget lines.

1. At the top of the section, click the Copy Line icon.
2. At the bottom of the section, click the Insert Copied Line button.

- = =

Department  Major Program Program Program Period Funding Profile Funding Priority Funding Line Dollar Amount Increase/Decrease  Event Type ~
107 BUDGET BUDGET1  PPGO1 BUDGET 10 1 $3,60000 Increase BG22 )
107 BUDGET BUDGET1  PPCO1 BUDGET 10 1 $3,600.00 Increase BG22 i

From 1 1o 2 Total: 2

Program Period Budget ﬂ

Action: [New 4 Reservation Type: $|
Event Type: BG22 k| Fiscal Year: | 2015
Name: Period: |10
Start Date: | 07/01/2014 Department: | 107 &
End Date: 06/30/2016 Major Program: | BUDGET &
Dollar Amount: 33 600 00 Program: | BUDGET1 |
Increase/Decrease: |Increase |V
Program Period: |PPCO1 |
Funding Year: (vl
Funding Profile: | BUDGET 4|
H save | 53 Undo | [24 Insert New Line ‘ |24 Insert Copied Line | E4 Edit with Grid | Perform Budget Rollup | Smart Budget Rollup

In the Dollar Amount field, enter 400.

In the Program Period field, enter the data from your student data card.
In the Funding Profile field, enter the data from your student data card.

In the Funding Priority field, enter the data from your student data card.

No v s~Ww

In the Funding Line field, enter the data from your student data card.
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F.

8. Click the Smart Budget Rollup button.

9. Click Save.

AFIS | Budgetary Control

<AFIS

Welcome, Student 7

Procurement Budgeting

Accounts Receivable

Jump to:; ESUME3L3 ﬁ\ﬂ @Home gg:’Personaize @Accessibitv @AppHeip f’ About @

Accounts Payable

Program Period Reimbursable(BGPDR) Dept: 107 ID: 201500000008 Wer.: 1 Function: New Phase: Draft -
Header
Program Budget Total Lines: 1
Program Budget Controls Total Lines: 0
Program Period Budget ﬂ ~
Action: |New ~ Reservation Type: il
Event Type: BG22 & Fiscal Year: | 2015
Name: Period: 10
Start Date: | 07/01/2014 Department: 107 &
End Date: 06/30/2016 Major Program: | BUDGET &
Dollar Amount: | $400.00 Program: BUDGETI &
Increase/Decrease: |Increase |V .
Program Period: PPCO1 &*|
Funding Year:
Funding Profile: BUDGET & |
Region: &
Funding Priority: 10 |
Funding Group: &
Funding Line: 2 & |
Funding Source ID:
Contact: &
Contact Name:
Description: Training project budget Vv
A save | 55 Undo | [E4 Insert New Line \ [E\«Insert Capied Line \ E4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup. |
Program Period Budget Controls  Total Lines: 0 |
h Gow| Vaidate‘ Ef 5ubm'l| [ Eiscard| = Print‘ Frocessing = Worklluw" Fie~ | E3 Close‘

Review the rollup amounts in Level 1 of the budget document.

1. Inthe Document Navigation Panel, click Program Budget.

2. Observe the Dollar Amount for the line that has been created automatically in this section
of the document is $4,000; the sum of the two lines on Level 2 with the same Department,
Major Program, and Program.

Header |

Department

Period Funding Profile Funding Priority Dollar Amount Increase/Decrease Event Type

$4000.00 Increase BG22 W

Major Prog og og
107 BUDGET BUDGET1  PPCO1 BUDGET 10

From 1 to 1 Total: 1

Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed
in the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document to workflow for approval.

Click Home to return to the Home Page.
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Check Your Progress

103

Grant Fund reimbursement budgets are used to track

Matching funds received for project spending
Reimbursement received for project spending
Refunds received for project spending
Bothaandb

o 0o T w

Grant Fund reimbursement budget structures have level(s).

One required, two optional

a.

b. Two required, one optional
c. Two required, no optional
d.

Three required, no optional
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8. Budgetary Control Reporting

Learning Objectives

In this lesson, you will:

Review reports available in Budgetary Control

Lesson Overview

AFIS includes several reports for monitoring Budgetary Control.

8.1. Reports

The key reports needed to support the AFIS Budgetary Control business processes are listed below.

FIN-AZ-BG-N118 - Department Budget by Division, District, Bureau, Section and Unit -
Agency Budget #95

FIN-AZ-BG-N139 - Administrative Adjustment for Fiscal Year - Report lists Administrative
Adjustment activity for Fiscal Year. Report is cumulative through APD

FIN-AZ-BG-N140 - Budget Activity by OSPB - Master List Budget Activity for OSPB based on
task and subtask

FIN-AZ-BG-N141 - Status of Appropriations -Summarized Status of Appropriations by Object
Class

FIN-AZ-BG-N143 - Current Allotment Totals by BFY - This report provides adopted and
current allotment amounts by BFY and Department

FIN-AZ-BG-N144 - Appropriation Budget Quarterly Allotment vs. Actual Expense -
Appropriation Budget Quarterly Allotment vs. Actual Expense

FIN-AZ-BG-N145 - Department Budget vs. Actuals by Division - Revenue and Expenditures by
Division, Agency Budget #93

FIN-AZ-BG-N146 - Department Budget vs. Actuals by Division and Bureau - Revenue and
Expenditures by Division and Bureau, Agency Budget #91

FIN-AZ-CA-N147 - Department Budget Control by Program, Division & Unit - Program Budget
Expenditure and charges listing by Division and Unit

FIN-AZ-BG-N149 - Appropriation budget status excluding pre-encumbrances - Appr Budget
Status with Revenues and Expenditures. Pre-Encumbrance displayed but not included in
remaining budget balance

FIN-AZ-BG-N197 - Department Budget vs. Actuals by Division and District - Revenue and
Expenditures by Division and District, Agency Budget #92
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Lesson Summary

In this lesson, you:

= Reviewed reports for Budgetary Control

105



AFIS | Budgetary Control

Appendix

ANSWER KEYS

Below are answer keys to the Check Your Progress quizzes provided at the end of each lesson.

Lesson 2

1. b. False (Section 2.2)
2. e. None of the Above (Section 2.3)
3. b. False (Section 2.5)

Lesson 3

1. a. True (Section 3.1)
2. c. New (Section 3.1)
3. a.True (Section 3.4)
4. d. Both b and c (Section 3.5)

Lesson 4

1. c. Balance Sheet Account (Section 4.1)
2. b. False (Section 4.4)

3. d.Increase...Increase (Section 4.5)

Lesson 5

1. b. False (Section 5)
2. b. False (Section 5.1)
3. a.RSUM94L1 (Section 5.3)

Lesson 6

1. b. False (Section 6.1)

2. c. Cost Structure 37 and 40

3. d. None of the above (Section 6.4)
Lesson 7

1. d.Bothaandb (Section7.1)

2. c. Two required, no optional (Section 7.1)
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